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The perfect typewriter for the perfect 
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Our pert November cover girl typifies the 
hundreds upon hundreds of professional sec- 
cretaries who serve the top men in the gigan- 
tic rubber industry. This enterprise, global 
both in geographic location and in signifi- 
cance, has expanded tremendously since the 
Korean conflict, to meet both military and 
civilian demands. Supplementing our cover 
salute, we feature a sister NSA member on 
pages 12 and 13... Miss Helen Gaylord, an 
Ohioan who, as a behind-the-scenes perform- 
er, helps The Firestone Rubber Company give 
top-notch service from Sacramento to Calcutta. 
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thou ohts 


On This Thanksgiving Day 


Ever since the Pilgrim fathers under Governor Bradford 
celebrated the first American Thanksgiving day, citizens 
have been commemorating this national holiday with a 
prayer of thanks for all the blessings received throughout 
the past year. : 

With a prosperous year behind it, the National Secre- 
taries Association can equally give thanks. Just as the Pil- 
grims displayed good neighborliness in inviting Chief Mas- 
sasoit and his Indians as guests to the feast, so member can 
turn to member and with a sincere nod or word signify 
their appreciation to the other for the particular role each 
has played in enabling the organization to grow in stature 
and size during 1952. 


New chapters have been initiated through the unselfish: 


and inspiring work of a considerable number of individual 
chapters who have spread the word of what NSA stands 
for in raising the standards and professional recognition 
for young secretaries throughout the country. It is to the 
untiring efforts of these most active NSA members that 
their sister association members should pay tribute on this 
Thanksgiving Day. For any organization needs energetic 
workers with a will to labor, and NSA has certainly been 
blessed with an abundance of progressive womenhood. 

As you sit down to your turkey repast this year, think 
of the thousands of secretaries who have aided in some 
manner with the speeding of food to the country’s fighting 
men in Korea, and the hungry of Europe. These two groups 
have been assisted in their fight for survival by women, 
much like yourself, who receive the silent and deserved 
plaudits of European and soldier alike for their part of a 
vast team that aids millions, the United States. 

During the American Revolution, the Continental Con- 
gress recommended annually that days of thanks be ob- 
served, and in 1789 President Washington appointed a day 
of Thanksgiving after adoption of the Constitution. Since 
1863 our Presidents have always issued a proclamation 
naming Thanksgiving Day, so how fitting if you on this day 
in November 1952 turn to the country’s new President and 
offer your thanks with him and for him, because this man 
carries the weight of the nation with him. He needs all 
the physical and spiritual assistance he can receive. 

Women have helped immensely in selecting this new 
President, but the job would only be half accomplished if 
we were to stop there. Your full support must be given, 
regardless of your political affiliation, if the country is to 
prosper and advance and with it the citizens and organiza- 
tions like NSA. 

Let each say, as Robert Louis Stevenson said in his 
Thanksgiving Prayer, “Give us grace and strength to for- 
bear and to preserve . . . Give us courage and gaiety and 
quiet mind. Spare to us our friends, soften to us our ene- 
mies. Bless us, if it may be, in all our innocent endeavors. 
If it may not, give us strength to encounter that which 
is to come, that we be brave in peril, constant in tribulation, 
temperate in wrath, and in all changes of fortune, and down 
to the gates of death, loyal and loving to one another.” 











Dear Editor: 

Congratulations to you and the entire National Secre- 
taries Association. The September issue of THE SECRE- 
TARY is a credit to our organization and the Land of the 
Sky Chapter send their congratulations and appreciation 
to you and the entire staff for making this possible. 

Blanche Patterson 
Asheville, North Carolina 


Dear Editor: 

Another day cannot go by without letting you and every- 
one else know how wonderful I think our new magazine is. 
It has improved by “leaps and bounds” and is something 
all NSA’ers can acclaim with pride. Congratulations on the 
wonderful job that has been done and niay THE SECRE- 
TARY continue to grow and grow. 

Amy I. Jansen 
Evansville Chapter (Indiana) 


Dear Editor: 

The members of our Chapter are extremely pleased with 
the last issue of THE SECRETARY. It is more like the 
dream we have all had concerning a national publication. 


Pocatello, Idaho 


Dear Editor: 

I was very much impressed with the September issue of 
THE SECRETARY and, on behalf of the members of the 
Liberty Belle Chapter, (Philadelphia) I wish to congratu- 
late you on this fine publication. We all realize that this 
took a lot of time and hard work. 

Lyde MacFarland 
Chairman, Publicity Committee 
Dear Editor: 

The September issue is a “super-duper” number and 

really is the kind of magazine members have wanted for a 


long time. 
Marguerite Dodds 


Southeastern Vice President 


The Secretary 
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For demonstration or illustrated brochure, write 
to International Business Machines, Dept. G-3, 
590 Madison Avenue, New York 22, New York. 
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N ATURALLY, any project that has had as rapid growth 
as the CPS examination suffers “growing pains.” Problems 
that could not have been completely foreseen become acute, 
and policy is forced because it does not have time to evolve 


gradually. The question of the relation of the CPS Institute. 


and the educational chairmen of NSA chapters to educa- 
tional institutions involves a number of problems that 
have arisen partially because of the rapid growth of the 
CPS idea. 

NSA educational chairmen are actually the link between 
local educational programs and the institutions. They, more 
than anybody else, can help colleges and universities to 
help secretaries. They interpret the CPS program to edu- 
cators. 

What can NSA chairmen do to protect the CPS pro- 
gram? 

In the first place, let it be said that most institutions 
want to develop upgrading programs that are educationally 
sound and truly beneficial. However, it is apparent that the 
possibility of giving courses for the CPS is an increasingly 
tempting thing from a lucrative point of view to schools 
that offer in-service training. Several attempts have already 
been made to tie CPS to institutional curricula in ways 
that are unethical. NOBODY is “authorized” to give CPS 
refresher courses. The Institute has one major responsibility 
—to develop and administer a professional examination. 
In the opinion of members of the Institute, the following 
statement, taken from a brochure recently published by a 
school, is an example of false claims that are being made 
in advertising: “This new program, when completed, will 
qualify a secretary to pass the examination leading to certi- 
fication as a Professional Secretary (CPS).” 

No educational program can make the claim that it will 
qualify a secretary to pass the examination. The local edu- 
cational chairman of NSA can help the CPS programs 
greatly if she will check the advertising copy used by the 
institutions offering courses in her community. She should 
point out to the directors the danger of false claims and 
the fact that CPS is attempting to develop an examination 
in which the experience factor as well as the educational 
background of the candidate receives heavy weighing. 





Questions Involving 
The Relations 
Between CPS 

and Educational 
Institutions... 


ESTELLE POPHAM, Ph.D 
Associate Dean, 
Institute for Certifying Secretaries 


What should be the requirements of an institution 
which the education chairman would approach with 
the suggestion that it offer upgrading courses? 


This is a very difficult question. It would seem that be- 
fore any institution consider the desirability of attempting 
to inaugurate courses it should investigate fully the nature 
of the CPS program. In the beginning a few schools, con- 
fusing stenography with secretarial work, offered brush-up 
courses in shorthand and typewriting. They had not grasped 
the scope of the examination. Of course, some applicants 
may need improvement in stenographic skills; but in gen- 
eral the examination envisions top-level secretarial work 
involving aspects of management and supervision com- 
parable to the work of the administrative assistant. Schools 
providing skills training primarily are usually—there are 
exceptions—not prepared to give courses at the level at 
which the CPS examination is pitched. 


On the other hand, traditional courses in university 
schools of business administration may miss the objective 
of the examination just as far. Many aspects of the usual 
course in business law or accounting are unrelated to the 
secretary's work. Business administration courses are usually 
planned for men who will enter managerial positions and 
have little concern for the needs of women entering busi- 
ness. Unless the existing courses are tailor made for the 
secretarial group, they will contain extraneous and irrele- 
vant materials. 


W hat is the most serious problem confronted by ad- 
ministrators planning these courses? 

The problem of staffing the courses is paramount. Unless 
instructors can be found who are willing to select from the 
wealth of available teaching materials those applicable to 
the work of the experienced secretary, courses will not be 


entirely successful. Textbooks preparing students for initial 
(continued on page 31) 
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° © NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: 


MAIL TODAY 
PLEASE 


THANKS 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for :gular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an 1.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 
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| Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. SEC 3 
Please send Free, without any obligation, samples as above to: 
Firm 

| Street. 

| City State 

| Signed Title. 

















New York Stock Exchange, where shares evi- > 
dencing the public’s ownership of 1,200 of the 
nation’s leading business enterprises are bought 
and sold. 


Securities are sorted in office of mem- 
ber firm of the Exchange for delivery 
to new owners. 

ww 


Irs A huge room with men milling about, calling out 
bids, jotting down figures in small books, passing on tele- 
phoned instructions and performing the thousand and one 
necessities that are required to make the market function. 
The market is, of course, the New York Stock Exchange or 
any of the other registered exchanges throughout the coun- 
try, that form that great discounting house for American 
business. 


Although the halls of the two major stock exchange 
buildings, the Curb and the New York Exchange, echo 
mainly to the voices of men, today women are holding an 
ever more responsible place in financing American industry. 
But why, and in what proportion? Two basic reasons for 
women, and anyone else for that matter, investing in the 
market are that they desire first, to increase their capital as 
safely as possible under current tax laws, and second, to 
obtain the most from their savings to help combat the 
higher cost of living brought on by the present inflationary 
spiral. These feminine owners of industry number nearly 









fifty percent of all the stockholders who control the owner- 
ship of the 175,000 odd individual businesses. 

For professional working women, like secretaries, these 
are facts that cause askance of their working knowledge of 
market functions and economics which, regardless of their 
concern for the stock market, tend to play an influencing 
roll in their economic life. 

Many questions immediately come to mind when talking 
about investment securities, but with continued faith in 
American business and management, how can the average 
person consider not owning a share in industry when it’s 
the only place regulated to help investors, where long term 
profits are taxable at only one half the rate of other income, 
and where extra dollars can keep abreast of increased living 
costs. 

Suppose you have saved $100 in a bank each year for 
the past five years, that totals $530.80 with compounded 
interest of 2% per annum. Not bad; you've increased your 
capital exactly $30.80, But let’s suppose you started to put 


The Secretary 
































that $100 a year into a stock starting back in ’47, what 
would have happened to the total $500 invested. You 
bought only four shares of a stock selling at $25 per share 
in "47, and it held close to that price during ‘48 and ’49 
when you acquired four more shares each year; but in 50 
it moved up to $33.25 and advanced to $33.50 in 51 when 
you were able to purchase only three shares each year with 
your $100. You've now invested $500.25, but you've 18 
shares of stock now valued at $603, and your dividends 
during those five years totaled $57 because your company 
prospered and was able to pay 4% per annum, the norm 
running closer to five and six percent. 


But if you are placing surplus funds aside, this method 
of increasing your money doesn’t mean you should run out 
and buy stock with your savings until you've looked into 
all the aspects of investment. To begin this you've got to 
understand the difference between bonds and stocks, the 
basic forms for investment and the elementary. 


Stock represents ownership in a company, a part of a 
plant, its production and its value. If a company has 1,000 
shares outstanding and you own 10, then you own 1% of 
that company. Stock may be common or preferred. Com- 
mon involves more of a risk for your investment, but it has 
greater growth possibilities, while preferred stock means 





In the ticker room the printed ticker ’ 
tape is compared with the sales slips 
to assure accuracy. 





More than 2,000 persons are required on the Exchange’s trad- 
ing floor to handle the public’s orders in securities. 


The Secretary 






the owners will guarantee a certain portion of the profits 
before common stockholders get their share of the pie. 


Specifically, a preferred stock has a fixed dividend in 
advance; as a $5 preferred stock is one on which the com- 
pany pays $5 a year, and 5 percent preferred stock is one 
value a year. Par value being the dollar amount assigned 
to the shares by the charter of the company. Common stock 
carries no fixed dividend even when the company’s earn- 
ings are large. 


Bonds are a sort of promissory note, usually issued in 
$1,000 units. Bondholders are people who have lent a com- 
pany money, which the company agrees to return at a spe- 
cified time called the maturity date. The purchase of any 
stock or bond involves a certain amount of risk, just as the 
purchase of a house does, and dependent on the amount of 
risk involved the prospective investor chooses either com- 
mon or preferred stock or bonds. 

Before going further into a prospective investment pro- 
gram, and how to arrive at one, it should be kept in mind 
that day to day living requires that first things come first. 
Investment houses themselves will caution anyone against 
the purchase of securities until things like family insurance, 
and in most cases home ownership should receive the funds 
set aside in the personal budget each year. It is not until 
these more mandatory facets of per- 
sonal finance are performed that secur- 
ity investment can be considered feas- 
ible. Both stock and bonds are traded 
on the 16 stock exchanges which are 
registered national securities exchanges 
according to the provisions of the Se- 
curities Exchange Commission. Com- 
panies whose stock are sold on the 
exchange are known as listed compa- 
nies. Listing simply means that they 
have met with the regulations regard- 
ing security trading such as publication 
of quarterly financial statements to the 
stock holders and the filing of certain 
reports with the SEC and the ex- 
changes themselves. 

The trading on the Exchanges is done 
only by members and qualified agents. 
They maintain a membership, com- 
monly known as a seat on the Exchange, which permits 
them to function either for themselves, or representatives 
of various brokerage houses whose primary business is the 
carrying out of individual customer orders to buy and sell 
securities. For this service they. are paid standard commis- 
sions dependent on the amount of the sale and the number 
of shares traded. 


Although the New York Exchange represents the largest 
of all exchanges, the “Big Board” does not carry listings of 
all the nation’s businesses. Two other primary exchanges 
handle a large percentage of business in the sale and pur- 
chase of stock, they are the New York Curb and Mid-West 
exchanges. Indeed, there are many other businesses whose 
stock is not listed on any exchange. These unlisted securi- 
ties are bought and sold through private transactions by 
local security dealers and members of the exchanges on 
what is termed the “over the counter market.” 

(continued on page 29) 











by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


| for the secretary 


Ris month we tried to distinguish realty from person- 
alty or “personality” as it is called in our favorite joke. Of 
course, if you have enough realty or personalty, you will 
also have a very wonderful personality. You will be much 
sought after and it will be unnecessary to develop any com- 
plexes or peculiarities, or even to learn about law. 

When buying or selling real estate the parties usu- 
ally enter into an agreement of sale. Such an agree- 
ment sets forth the terms of sale, what is to be sold, 
the date for closing the deal, and when possession is 
to be given to the buyer. Although an oral agreement 
is valid, it cannot be enforced. (This sounds like a stupid 
statement. It means that when the deal has been completed, 
even though there was no written agreement, neither party 
can complain. However, if either party wishes to withdraw 
before the deal is completed, he may do so.) 

The Statute of Frauds provides that an agreement to 
transfer an interest in real estate must be in writing to 
be enforceable. Any informal memorandum, signed 
only by the party to be charged, may be sufficient. 

Rhea Ject saw a bungalow for sale and the owner, Ewell 
Cell, told her she could have it for $10,000. Rhea gave him 
a check for $500 pending a written agreement being drawn 
up. The same evening, E. Wonsett offered Cell $11,000 for 
the house, and Cell sold the property to him. Rhea cannot 
force Cell to convey the property to her, as there was no 
agreement in writing signed by Cell. (Ain't this law stuff 
simple?) 

The actual transfer of the property, i.e, the conveyance 
of title to the property, is accomplished by a written deed 
signed by the seller and given to the buyer. After the seller's 
signature, the word “seal” or the letters “L. S.” may appear 
as some states still require a deed to be “sealed.” (Inciden- 
tally, for all you Latin lovers—I mean you lovers of the 
Latin language—“L.S” stands for “Locus Segilli” or the 
“Place of the Seal.”) A deed must be acknowledged before 
a Notary Public or other authorized official. The seller in 
effect acknowledges that he executed the deed. 

For a deed to be effective 
there must be a delivery to 
the buyer or his agent. 

“Chickie” Ollie King, a cute 
farmer’s daughter, went west 
to sell the chicken farm of 
her deceased pappy who in his 
lifetime had been affectionate- 
ly called “The Old Rooster.” 
The farm foreman, E. Z. 
Krook, agreed to buy it for 
$10,000 and gave “Chickie” 





$500 on account. “Chickie” had a deed prepared which 
she signed and put in an unlocked desk drawer until Krook 
would close the deal and pay the balance of the price. 
While Krook was examining the wood in the inside of 
“Chickie’s” drawers, he accidently found the deed. He took 
it and placed it on record in the proper office for record- 
ing deeds. Was the conveyance good? No, there was no 
delivery to Krook. He secured the deed by theft. 


When purchasing real estate, it is wise, yes almost essen- 
tial, to have the title searched by a competent attorney. (I 
don’t know why we say “competent,” since of course all 
attorneys are competent. And, dear reader—rather, dear 
readers, since we picked up another one—let us have no 
laughter.) Such a search is important to determine whether 
the title is “clear,” that is, whether the seller actually owns 
the property, whether there are any liens on it or whether 
anyone else has any rights to the property. Liens may be 
recorded and charged against the property and it is there- 
fore important for a purchaser to record his deed in the 
proper office of the county where the property is located, 
so that the records will reveal who is the owner. It is very 
foolish to buy property without having the title searched 
even though you buy it from an old family friend, local 
clergyman and/or the most solid citizen in the community. 
The element of intentional deception is not involved; it’s 
a case of the honest seller being mistaken about the “clear- 
ness” of his own title. There may be liens and he may not 
know about them. 


If the deed is not recorded, someone subsequently buy- 
ing the same property from the seller, in good faith for a 
valuable consideration, will have good title against the first 
purchaser. 

Rex Aul sold an apartment to May B. Itt for $30,000, 
but she did not record her deed which was dated October 1, 
1952. Aul knew the deed was not recorded and he sold the 
same apartment again to Will Coakes for $20,000. Will 
recorded his deed which was dated October 15, 1952; Miss 
Itt then recorded her deed. In a law suit between Will and 
May who wins? Since Will recorded his deed first, he has 
good title and will prevail. Miss Itt will then have to get 
satisfaction from Aul. 

Incidentally, when a deed is recorded, you needn’t clutch 
is to your bosom any longer. It can be lost or stolen since 
it is valueless in the hands of any other party. 

Next month, our publisher and printer being willing and 
able, we shall attempt to print a form of a deed so that you 
may recognize one in the future. 


““‘Deed”’ we shall! 


The Secretary 
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VOCATRON PORTABLE 
INTER-COM 
This new simplified loudspeaking inter- 
com utilizes regular secondary 110-120 
volt lighting circuits as its transmission 
medium and requires no special wiring 
& & or installation. All models incorporate a 
silencing circuit which maintains the unit 
in a static free state while standing by un- 
til it is activated by a signal from another 
Vocatron station. The units are small and 
compact, weighing only 314 pounds each. 


Circle 132 on coupon, Page 24. 





BATES AUTOMATIC ELECTRIC 
STAPLER 
This new jam-free stapler is good for 
5,000 shots of speedy, uniform stapling. 
© Set the guide from 4” to 214” from edge 
of sheets and machine automatically 
“shoots” staples when paper contacts hair- 
4 trigger switch. Sturdy AC motor drive, 
110-120 Volts, 60 cycles. Soft, . rubber 
“toes” won’t mar, slip or slide on furni- 


ture. Staples up to 20 sheets of medium- 
@) & weight paper. 


Circle 133 on coupon, Page 24. 


The Secretary 





REGIONAL MEETINGS 


Southeast —HOSTESS CHAPTER, ANNISTON, ALA. 
Time: November 21-23 


Place: Jefferson Davis Hotel 


DISTRICT MEETINGS 
HOSTESS CHAPTER, COLUMBIA, S. C. 
Time: February 20-22 


NATIONAL CONVENTION 
Seattle, Washington — July 15-18 

















BUCKI- TALK: 2 


Cheering for our 
football hero is like 
Buckeye Ribbons and Carbons. 

Know why? 






Cause good, clean, hard 
football makes the right impression 
on every ybody st like Buckeue 


Ribbons'and “Carbons invariably do. 
a) 4 Im no football player, but 
even $0, )'d like tobe your friend 
x Z, The best thing Le ts” weight - down 
— papers.. fa 4mny te oe 
im yours — tens folks 


you need me just as as Syou need 
Buckeye Ribbons and Carbons 


= 
7211 St. Clair Ave,Cleveland 3,ohio 
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Expense Accounts 


\ for expense advances is one of the minor 
headaches which a good secretary can help her boss avoid. 
Men who travel frequently feel it is difficult to keep track 
of business expenditures and later to account for money 
spent. If your boss has this problem, you can help by follow- 
ing a few simple suggestions. 


The usual practice in business is for the company to ad- 
vance funds for the purpose of defraying traveling and en- 
tertainment expenses on behalf of the business. Sometimes 
a fixed fund of $100 is advanced and this fund is replen- 
ished as the need arises. To obtain reimbursement from 
the treasury department, a “statement of expenses” or “ex- 
pense report” must be submitted, listing in detail the ex- 
penditures made. Thus, expense advances are similar to 
petty cash or imprest funds, which we discussed in the 
October issue of The Secretary. 


The headaches arise from the fact that the boss mingles 
the expense money with his own funds and he is often in 
too big a hurry to keep accurate records while on a trip. 
A good way to solve the first problem is to have the boss 
count all the money in his possession just before and just 
after each trip. The difference between these amounts is 
the amount which must be explained, at least to his satis- 
faction. You may find that some of the detail expenditures 
were of a personal nature (these are none of your business ) 
and therefore should not be listed in the expense report. 
The sum of such personal items is needed merely to balance 
the expense report total with the total amount spent on 
the trip. 





simplified 
for 
the busy 


secretary 


by MARY ANN STROTHMAN, C.P.A. 


One of the easiest methods of recording detail expenses 
is to list them in a small pocket diary. Some companies 
furnish specially designed expense books or expense sheets, 
while others buy standard salesmen’s expense records from 
stationery stores. The diary is the least conspicuous and is 
useful for other purposes, such as listing future appoint- 
ments, wife’s birthday, etc. Get your boss into the habit of 
noting his expenses as he goes and then turning the book 
over to you after each trip, to prepare the expense report. 


Set down all the detail figures on a worksheet with sep- 
arate columns for: transportation, lodgings, meals, enter- 
tainment, tips, etc., and then compute daily totals of each 
for listing on the formal report. Some companies allow 
standard per diem amounts for meals and other incidentals, 
which eliminates the necessity for the traveling man listing 
the exact amount of each expenditure. Hotel bills, receipts, 
and ticket stubs should be attached to the report. When the 
report has been totaled, write the total amount down on a 
separate piece of scratch paper and add the personal ex- 
penditures to balance with the total amount spent on the 
trip. 

Where meals for more than one individual or entertain- 
ment are reported, some notes should be made on the re- 
port, showing the names of the recipient persons or organi- 
zations, so that the necessity or propriety of the expenditure 
on behalf of the business is evident. Mink coats and deep 
freezes are verboten! Even if the company is willing to be 
liberal with expense money, it is limited to allowing only 
“ordinary and necessary” expenses in the conduct of the 
business, if they are to be deducted in calculating taxable 
income. Ask someone in the accounting department to show 
you a copy of Section 23(a) of the United States Internal 
Revenue Code. If the Bureau of Internal Revenue dis- 
allows expenses of a traveling man, in examining the com- 
pany’s return, he may find himself being assessed additional 
personal income taxes, as if he had received more salary or 
commissions! So be sure the expense items are truly busi- 
ness expenses and clearly reflected as such on the expense 
reports. Then, when the boss gets a call to visit the Col- 
lector’s office next week, he will be able to sleep soundly 
and dream about the efficient secretary he has. 
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Equality Claimed 
for Working Wives 


There's a new equality between husbands and wives these 
days because so many women continue to work after mar- 
riage. At least that’s what Dr. Gertrude Willoughby, a lec- 
turer in social science at London University, England, told 
the International Family Conference recently. 

Both husband and wife contribute to the economic needs 
of the family and both help with the domestic work of 
the house. 

This isn’t necessarily a bad thing Dr. Willoughby said, 
according to a news item in The New York Times. It could 
mean that the stability of the family would be increased. 
A good deal depended on the motives that influenced the 
wife to take paid work. 

If she worked to gain an income for a definite purpose, 
perhaps to give her children an advanced education, it 
might be argued that as the children grew up and reached 
adolescence they would gain psychologically as well as finan- 
cially by the mother's paid employment. 

Nevertheless, added Dr. Willoughby, only half of the 
married women who went out to work in Britain were 
driven to it by economic necessity. A great number worked 
because they wanted to be financially independent. 

As for professional women, the work itself might well 
be rewarding and, after enjoying substantial income of 
their own, they did not want to have to ask their husbands 
for pocket money. 

A recent survey, she said, suggested that wages had risen 
more steeply than had the amounts allocated by some Brit- 
ish husbands to their wives. 

Representing a contrary point of view, Mlle. M. Baers 
of the Belgian Secretaire du Senate, told the conference it 
could be dangerous for women to work outside the home. 
Statistics showed, she declared, that there were many more 
miscarriages and difficult pregnancies among married wom- 
en workers than among women who stayed at home. 

Work away from the home also affected a woman psy- 
chologically and had a bad effect on her housekeeping, she 
said. 

“I am well aware of the objection which is repeated ad 
nauseam by feminists that women have a right to work,” 
Mile. Baers said. “There are from the feminist point of 
view two claims to be asserted in connection with this. 
Women have a right to work, but they have a right to 
devote themselves to the work they prefer.” 

“Further,” Mlle. Baers continued, “a woman does not 
enjoy the equality which feminists claim for her. As a mar- 
ried woman and mother she is fulfilling a threefold task. 
She bears her children and brings them up, she is a house- 
keeper and she has her outside employment. 

“While a man’s working hours have been reduced to 
eight a day and rightly so, the married woman who takes 
a paid job outside her home is. forced into putting in twelve 
hours work or more.” 

The International Family Conference, however, made no 
formal statement favoring or opposing outside employment 
for married women. 
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TIFFANY, above all, STANDS for highest 
quality at lowest annual cost. Tiffany builds the 
finest office machine stands available and has 
a world-famous reputation for quality. 


Tiffany Stands have such unusual features as 
the adjustable open top, Ys” thick angle steel 
construction and heavy iron castings that cover 
casters. No wonder Tiffany is first choice of 
office workers and management every where. 
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T HOME you may find her packing a faucet, running a 
power mower, or designing a dress. 

At work you may find her arranging for transportation 
for a factory manager from California or typing a report 
on the number: of tires produced in Iowa. But whatever 
Helen Gaylord does, she tries to do it well and that prob- 
ably accounts for her success as a secretary in one of the 
largest rubber manufacturing companies in the world. 

Secretary to J. E. Trainer, a director and Vice-President 
in Charge of Production of The Firestone Tire & Rubber 
Company, Akron, Ohio, Helen believes that a representative 
secretary should strive to better her abilities and interests. 
She has been successful in this belief because she has con- 
tinued to better herself throughout her career and has a 
wide variety of interests. 

“A good secretary sincerely and conscientiously performs 
her duties and operations for her superior in a pleasant and 
courteous manner to the best of her ability, and is loyal to 
her employer,” says Helen. 





Helen Gaylord also Qualifies 
as Gardener, Designer, 
and Home Mechanic. 


In her position as secretary to the man in charge of 
manufacturing operations in 29 plants throughout the 
world, she is called upon not only to handle a large volume 
of “paper work” for her boss, but to keep his daily schedule 
of conferences and appointments running smoothly. 

The pressure in such an office can become intense at 
times, but Helen seems to be able to weather it calmly— 
much as she did the hurricane that occurred during a Ber- 
muda cruise she took several years ago. She was one of only 
seven people aboard ship who did not become seasick and 
as a result was one of the captain’s guests for dinner and 
a tour of the ship. 

The Bermuda trip was just one of many Helen has taken 
during her vacations, since one of her major interests out- 
side of her work is travel. She has been north to Canada, 
south to Florida, west to California and east to New York 
and the New England states. 

Her other main interests are gardening, home mechanics, 
including a little plumbing, and making her own clothes. 


The Secretary 

















® @® Firestone Veep 


le 


Operations 

















Often she can be found running a tiller or power mower 
or planting vegetables on the 10-acre tract which became 
a Gaylord family project several years ago. Having a plumb- 
ing contractor for a father, Helen had a natural interest and 
Opportunity to learn, so she’s good at fixing things at home, 
even down to packing faucets. 

“I know what to do with a pair of pliers and a wrench,” 
she admits with some pride. 

However, she wouldn’t give up her secretarial work for 
plumbing, even though a petite, blonde, hazel-eyed lady 
plumber might create quite a sensation. 

Born in Lakewood, Ohio, Helen moved to Akron with 
her family when she was very young and has made her 
home there ever since. She was graduated from North High 
School, where she received her commercial training and 
since then she has attended Evening College classes at the 











elen Gaylord, above, is the efficient secretary to the Vice 
resident in Charge of Production at The Firestone Tire & 
Rubber Company. 
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University of Akron at various times while she has been 
working. Her business career has been varied. While still in 
high school she was employed in the savings department 
of an Akron bank. After graduation in 1927 she worked 
for a bankruptcy auctioneer for a short time, then spent 
eight years as secretary to the president of a wholesale 
grocery company. In 1936 she joined the Firestone Com- 
pany where she served as secretary to the publications ad- 
vertising manager, the production advertising manager and 
the chief chemist before becoming secretary to Mr. Trainer 
in 1941. | 

Besides her work and her hobbies, Helen has taken an 
active part in civic organizations. “I’m not a perennial 
joiner,’ she says, “but when I find something I think is 
worthwhile, then I join.” 

She believes her membership in the Tire Town Chapter 
of The National Secretaries Association has been worth- 
while. She is a charter member of the Akron group and has 
served as vice-president. She was chairman of the first 
Bosses’ Night dinner held by the Chapter five years ago. 

The association is what might be called a “family proj- 
ect” as Helen's two sisters, Dorothy Gaylord and Rhea Tip- 
ton, also are members. 

One of the most treasured honors Helen has received in 
her life came through her membership in N.S.A. In 1949 
she placed second in the “Miss Secretary” contest sponsored 
by the association in connection with its annual national 
convention. 

Another organization which has been interesting to 
Helen is the Business Women’s Current Events Club which 
she served as treasurer during 1949. The Club sponsors 
speakers on timely national or international events. 

Helen also is a member of the Summit County Historical 
Society and the Firestone Country Club. In the past she has 
served as a volunteer nurse’s aid at an Akron hospital and 
has been active in the Y.W.C.A., Akron Singer’s Club and 
Delta Theta Chi, business girls’ sorority. 

For fun and relaxation, Helen likes dancing, bridge and 
canasta and she keeps in tip-top physical condition by golf- 
ing and sailing. 
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news from the four corners of N. S. A. 


NORTHEASTERN DISTRICT 


MRS. PAULINE F. MILLER 
32 North 2nd Street 
Harrisburg, Pennsylvania 


For her exhibition on Ball Room 
Dancing, Mrs. Barbara Reed of the PAT- 
ERSON CHAPTER (Paterson, New Jer- 
sey) was given a bronze medal by Arth- 
ur Murray. 


Lilyan Miller, Northeast Vice Presi- 
dent, was a guest of YO-MAH-O CHAP- 
TER (Youngstown, Ohio) at its Sixth 


Anniversary. 
* * * 


FRAMINGHAM CHAPTER (Framing- 
ham, Massachusetts ) is holding a White 
Elephant Sale for fund raising. 





Seated, left to right: Mrs. Rita Nero, Mary Francis, Mrs. Sylvia Holliday, Vice Presi- 
dent; Helen Guala, Muriel Schulze, Esther Baldiss. Standing, Gertrude R. Sweeney, Mar- 
garet M. Timmerman, Elsie Jenny, Mrs. Barbara Reed, Recording Secretary; Mrs. Bar- 
bara Kelly, President; and Elizabeth J. Gilligan, members of Paterson, New Jersey 





Chapter doing volunteer work for Community Chest Drive. 


HARTFORD CHAPTER (Hartford, Con- 
necticut) in conjunction with Hillyer 
College, sponsored a course in business 
theory and procedures to help in CPS 


preparation. 
* * * 


“A Secretary Is Born” was title of 
PRESQUE ISLE CHAPTER’S (Erie, Penn- 
sylvania) fashion show. Profits go into 
scholarship fund. 


* * * 


HORSESHOE CHAPTER (Altoona, 
Pennsylvania) has members of its Edu- 
cation Committee speak to students in 
commercial classes of business and high 
schools. 
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A student of Cambridge High School 
will go to business school with all ex- 
penses paid by the CAMBRIDGE CHAP- 
TER (Cambridge, Ohio). 


* * * 


NSA float depicting secretaries of 
yester-year and today highlighted Sesqui- 
centennial Anniversary of Newark by 
MOUNDBUILDERS CHAPTER (Newark, 
New Jersey). 


* * * 


Thirteen thousand cards were typed 
for Salvation Army by FLOWER CITY 
CHAPTER (Rochester, New York). Their 
fall activity includes lectures, book re- 
views, Fashion Carnival and a play. 


ALLEGHENY VALLEY CHAPTER, New Ken- 
sington, Pennsylvania, picnicking at a 
country lodge. Elizabeth Hockey, Presi- 
dent, seated fifth from left, first row. 


Mr. Irving Kiem of the Foundation 
for Better Reading spoke to the LAKE 
SHORE CHAPTER (Chicago, Illinois). 
Members learned the new techniques of 
reading and training. 


* * * 


Dr. I. Lynd Esch, President, Indiana 
Central College was guest speaker at the 
CROSSROADS CHAPTER (Indianapolis, 
Indiana) fall dinner meeting. He en- 
dorsed NSA goals. Several guests from 
ANDERSON CHAPTER were present. 


Assisting the TB X-ray Mobile Unit 
and aiding the gift shops of two local 
hospitals are on the civic program of 
ALLEGHENY VALLEY CHAPTER (New 
Kensington, Pennsylvania). 


* * * 


At the fall meeting of ASTRA CHAP- 
TER (Scranton, Pennsylvania) Past Pres- 
ident Florence Litzenberger told of the 
role of Soundscriber in “Sudden Fear,” 
a motion picture featuring Joan Craw- 
ford. 


* * * 
CON BRIO CHAPTER (Bloomington, 


Illinois) did the honors at a tea where 
members from Peoria, Lake Shore, Chi- 


The Secretary 





¢) 




















cago, Springfield and Jacksonville chap- 
ters were in attendance. 
* * * 


Ten NSA models featured in the 
MARQUETTE CHAPTER'S (Peoria, Illi- 
nois) Fall Fashion Show. Members are 
enrolled in CPS refresher at Bradley 


University. 
* * * 


Chester Soucek, world’s amateur 
champion typist, presented PHILADEL- 
PHIA CHAPTER'S (Philadelphia, Penn- 
sylvania) Edith Reid with a compact. 
Edith was one of eight to beat the 
champ in Washington. 


* * * 
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ANNUAL MEMBERSHIP TEA, Shaw- 
nee Chapter, Springfield, Ohio, September 
7, 1952. Seated, left to right: Mrs. Lilyan 
Miller, Northeastern Vice President; Miss 
Phyllis Ralls, President, Wings Chapter, 
Dayton, Ohio. Standing, left to right: Miss 
Aileen Vandemark, President, Lima Chap- 
ter; Miss Mary Lou Saunders, President, 
Newark Chapter; and Miss Betty Lou Sau- 
ter, President, Shawnee Chapter, Spring- 
field, Ohio. 


PROVIDENCE CHAPTER (Providence, 
Rhode Island) installed chapters in 
Newport and Stamford, bringing the 
total new ones in the Northeast to five. 

* * * 


PITTSBURGH CHAPTER (Pittsburgh, 
Pennsylvania) entertained Mrs. Mary H. 
Barrett, National President, at a tea re- 
cently. Twenty-five guests from  sur- 
rounding area chapters attended. The 
Pittsburgh Community Chest took 13 
members to a professional ball game in 
appreciation for their work to the Chest. 

SPRINGFIELD CHAPTER (Springfield, 
Massachusetts) had Vera Green as its 
fall meeting guest speaker. 

* * * 


Fourth Annual “Boss Night” sched- 
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uled for November 13 by the CAMDEN 
CHAPTER (Camden, New Jersey). 


* * * 


Egypt, Tokyo and Singapore number 
among the many ports visited by Mrs. 
Beulah Canterbury who told of her 
travels to the CODI CHAPTER (Canton, 
Ohio). Past President Mrs. Jean Stone 
was feted at her 25th wedding anniver- 


sary. 
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NORTHWESTERN DISTRICT 


HELEN A. MOE 
321 Locust Street 
Des Moines, Iowa 


Members of SPOKANE CHAPTER 
(Spokane, Washington) and their guests 
joined forces in September to celebrate 
their sixth birthday. President Rousia 
Hoxsey and the chapter's charter mem- 
bers gave short talks on the chapter's 
progress. 


* * * 


* * * 


September 3 marked the tenth anni- 
versary of the GOPHER CHAPTER (Min- 
neapolis, Minnesota). Members are as- 
sisting a local girl, the victim of polio, 
in a business course. 


* * * 


CASCADE CHAPTER (Salem, Oregon) 
initiated three new members recently, 
in their drive to build a strong chapter. 


Senator Joseph C. O'Mahoney spoke 
at the TETON CHAPTER (Casper, Wy- 
oming) meeting this past September. 

* * * 


Reiva Christensen, LARAMIE CHAP- 
TER (Laramie, Wyoming) charter mem- 


_ ber, and her husband were honored on 


their 25th wedding anniversary. 
* * * 


BOOK CLIFF CHAPTER (Grand Junc- 
tion, Colorado) is giving a scholarship 
to a student at Mesa College. Members 
are also doing free typing for Tubercu- 
losis Seal Drive and planning to spon- 
sor Girl Scout Brownie troop. 

* * * 


Members of EVERGREEN CHAPTER 
(Denver, Colorado) learned something 
of the duties of secretaries of foreign 
countries when they entertained girls 
from Canada, England, Holland, Nor- 
way and Germany. 





NEBOMA CHAPTER (Omaha, Nebras- 
ka) celebrated its second anniversary. 
Members are doing the typing and 
mimeographing for Woodson Center 
for underprivileged colored children. 

* * * 


AK-SAR-BEN CHAPTER (Omaha, Ne- 
braska) had a panel discussion on the 
history and purpose of NSA and CPS 
at its “Know Your Association” pro- 
gram. Revenue was obtained from sale 
of tickets for the Pop Concert. Members 
are active in Air Defense Filter Center. 















Mrs. Mary Ellen Brickner (center, stand- 


ing), President of Evergreen Chapter 
(Denver) poses with secretaries from for- 
eign countries honored by the chapter at 
its regular September dinner meeting. 
Front row (left to right) are Elizabeth 
May of Germany, Jeanette Teape-White 
of England, Mrs. Ali Knudsen of the 
Netherlands and Mrs. Barbara Gerrard- 
Gough of England. In the back are Signe 
Schjelderup (left) of Norway and Bar- 
bara Ross (right) of Canada. 


HAWKEYE CHAPTER (Des Moines, 
Iowa). also has member enrolled in Air 
Defense training, and recently had Mr. 
C. E. Fowler, Deputy Director of Civil 
Defense for the State, as a speaker. 
Members have contributed services for 
the Community Chest and other organi- 


zations. 
. a * 


Prof. Spornitz of Morningside College 
spoke to members of SIOUX CHAPTER 
(Sioux City, Iowa). Members are at- 
tending lectures sponsored by Public 
Schools Adult Education Department. 


Former Cedar Rapids members are 
being taken into the ROBERT LUCAS 
CHAPTER (Iowa City, Iowa). 

* * * 


Bosses are contributing articles to the 
MINN - ARROW CHAPTER’S (Duluth, 


Minnesota) publication. 
(continued on page 18) 
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Bus BERWITH returned to work at the Airy-Dairy Com- 
pany after four months’ leave of absence. She typed a re- 
port for her boss, Tilden Fossbridge, but her thoughts were 
back home with baby Carol and Mrs. Doty who had prom- 
ised to baby-sit until an answer was received from Bab’s 
yi The phone at her desk rang sharply. She reached 
or it. 

“Mrs. Berwith, I just gotta go right now,” Mrs. Doty was 
screaming into the phone. “My daughter called. She’s gotta 
go to the hospital right away. I promised to go along. What 
you gonna do?” 

What indeed! Mr. Fossbridge had a tantrum every time 
anyone asked for an afternoon off. Babs knew no other 
neighbor she could ask to baby-sit. John, her husband, was 
overseas. 

Mrs. Doty was persisting: “I gotta go right away.” 

Babs became flustered. “Bring Carol here and I'll meet 
you in the reception room, but don’t let any one see you.” 
She hung up, shaking. What had she done? Too late now 
to change her mind. Regardless of Mr. Fossbridge’s black 
looks, Babs reached for her purse and prepared to take her 
fifteen minute afternoon rest period. 

She walked down the right hand aisle, lined with filing 
cases into an outer office. Conway, the red-headed office boy, 
casually sorted mail. Opening another door, Babs stepped 
into the hall and across the reception room where Florence, 
her best friend, reigned as controller of salesmen’s destinies. 

Babs sank into a leather padded chair reserved for visit- 
ing vice-presidents. “Flo, you must help me,” she gasped. 
“Mrs. Doty is going away and is bringing Carol here.” 

“Here!” exclaimed Florence, her brown eyes wide. “What 
will old Fossy say?” 

“Just let me sneak her into the Board Room,” begged 
Babs. “They never have meetings the last Monday in the 
month.” 

Flo considered: “How would you get her out?” 

Babs hadn't thought. Her mind went to Conway, the 
office boy. “Conway comes early and leaves early. Maybe he 
could take Carol and meet me after work. He'd do anything 
for extra money.” 





“Perhaps,” Flo agreed, dubiously. “It's your job. No need 
to remind you Fossy had six secretaries in four months who 
left close to nervous breakdowns.” 

Glancing at her watch, Babs rose hurriedly. “Just step 
into the main office when Mrs. Doty comes. I'll follow at 
once.” 

Babs was working on a long list of figures when Flo 
caught her attention, then withdrew. Fossbridge sat humped 
over some work, probably lost in a satisfying world of dol- 
lars and percentages. Babs left casually, then ran to the 
reception room where Flo paced nervously. 

“Where's Mrs. Doty?” Babs asked breathlessly. 

“Gone,” Flo replied hoarsely, “and do take this baby 
quickly.” She reached under the desk. In a tiny basket lay 
Carol, cooing to herself. 

Babs looked down the hallway. Mr. Donlevy, the pub- 
licity man, drifted laboratory-bound. Babs grabbed the 


basket and made the Board Room unobserved. Just inside © 


stood a wide locker seldom used. She quickly placed Carol's 
basket inside on the floor, then left the door ajar. She step- 
ped into the inner office and beckoned to Conway. 

“Conway, you must save my life,’ she babbled, almost 
crying. “My baby sitter ran out on me and brought my 
baby here. Will you sneak her out for me later and meet 
me across the street? I'll pay you.” 

“Me!” Conway croaked unenthusiastically, “Naw.” 

“Come, Conway,” she took him by the arm, “look at how 
sweet she is.” He followed reluctantly, his eyes round. 

“Okay. I'll keep an eye on her.” 

Babs returned to her desk. Fossbridge glared. 

“Mrs. Berwith,” he began majestically. “Kindly remem- 
ber this is a business establishment. We cannot tolerate 
constant running about on trivial errands.” 

Babs nodded mutely. Trivial indeed! She savagely con- 
tinued to pound out meaningless numbers. Across the page 
they marched, just like old Fossy wanted. 

Mr. Donlevy suddenly entered. “Meeting in the Board 
Room,” he announced. 
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Babs gasped audibly. Mr. Donlevy nodded to Arlene, his 
stout secretary, who grabbed a shorthand pad. Mr. Foss- 
bridge rose hurriedly and followed. Babs rushed to the outer 
office. 

“I couldn’t do nothin’,’ Conway said helplessly. Babs 
leaned close to the Board Room door. Should she burst in 
and throw herself on their mercies—or did old Fossbridge 
know the meaning of the word? Suddenly men’s voices 
babbled. Above the din Carol yelled. The door shot open. 
Mr. Fossbridge rushed out, followed by Mr. Donlevy. 

“Let no more visitors in,” Mr. Fossbridge ordered Con- 
way. “Call the police. Someone has abandoned a baby.” 

“No, don’t,” Babs begged, tugging at his sleeve. He drew 
himself up. “Mrs. Berwith, if you know anything of this 
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disgraceful incident, kindly come into the Board Room 
and explain.” 

The officials, standing about the door, opened up a path- 
way. Babs ran to where Arlene stood stroking Carol’s tiny 
fingers. 

Mr. Fossbridge was closing in now. Babs grabbed the 
baby to her shoulder. Carol reached vaguely towards a 
rhinestone comb in her mother’s hair. The baby’s warmth 
comforted her. What could Fossbridge know of the soft- 
ness of babies when his heart was atrophied with the steel 
shell of commerce? She caught Mr. Donlevy smiling faintly. 

Mr. Fossbridge rapped on the table, then turned to Babs. 
“Will you kindly explain the procedure of bringing a tiny 

(continued on page 32) 








national news news from the four corners of NSA 





Sixteen members of Capital City 
Toastmasters Club were guests at the 
September meeting of ‘St. PAUL CHAP- 
TER (St. Paul, Minnesota). 

* * * 


GOPHER CHAPTER (Minneapolis, 
Minnesota) members are taking CPS 
refresher courses at the University of 
Minnesota. 


SOUTHEASTERN DISTRICT 


BARBARA G. WENDT 
324 North Thomas 
Arlington 3, Virginia 


OAK RIDGE CHAPTER (Oak Ridge, 
Tennessee) has a novel bulletin com- 
plete with atomic symbols. The Chapter 
recently installed the Knoxville, Tenn. 


group. 
* * * 

O. HENRY CHAPTER (Greensboro, 
North Carolina) will act as hostess at 
the annual Teachers’ Reception given 
by the Inter-Club Council of Greens- 
boro. 

* * * 

The Hecht Company's showroom was 
the scene of the CAPITAL CHAPTER'S 
(Washington, D. C.) fashion show, a 
good revenue builder for the members. 

* * * 

Monthly student guests of the ANNIS- 
TON CHAPTER (Anniston, Alabama) 
will compete in a junior-grade CPS test. 
Winner will get $50. Dr. Baskin Wright 
of Jacksonville State Teachers College 
spoke on “Further Training for Secre- 
taries” at the last meeting. Plans are be- 
ing made for the Regional Meeting this 
month. 

* * * 

MONUMENTAL CHAPTER (Baltimore, 
Maryland) learned at a recent meeting 
how vital the voting of women is when 
Bazil Thomas, Ass’t City Solicitor, gave 
Statistics concerning the average voter. 

* * * 

For the member who submits the 
most names of girls accepted to member- 
ship, the GADSEN CHAPTER (Gadsen, 
Alabama) wili give a Schatz 440-day 
clock. 
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Clive N. Thompson of Underwood 
Corp. praised the high caliber of NSA 
when he spoke before the PRESIDENTIAL 
CHAPTER (Washington, D. C.). Gene- 
vieve Morin and Mrs. Kitty Boyd were 
presented awards for “Beating the 


Champ” during Underwood's NSA Con- 
vention Contest. The chapter is also 
actively working with the Variety Club 
and the Gallinger Municipal hospital. 

* 





Meyers Department Store, Greensboro, 
North Carolina, invited leading profes- 
sional and civic women of that city to view 
its showing of fashions designed by Miss 
Gloria Swanson. From left to right: Mrs. 
E. K. Atkisson, President, Junior League; 
Miss Swanson; Mrs. C. Bynum Clegg, 
President, Greensboro Woman’s Club; 
Mrs. Frances B. Meyers, President, O. 
HENRY CHAPTER, NSA. 


CHATTANOOGA CHAPTER (Chatta- 
nooga, Tennessee ) holds its third annual 
antique show this month. Revenue from 
the show is split between the chapter's 
scholarship fund and a local underprivi- 


leged children’s school. 
* * * 


A $100 Savings Bond was raffled at 
the WHEELING CHAPTER’s ( Wheeling, 
West Virginia) fall dance. Profits from 
an autumn style show have gone into 
the CPS educational fund. 

* * * 


Four Kentucky chapters attended the 
state meeting hostessed by NORTHERN 
KENTUCKY CHAPTER (Covington, Ken- 
tucky). “Secret Secretary” similar to 
Secret Pal theme, has taken on a civic 
project with gifts being sent to the Op- 
portunity School for Crippled Children. 
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Members of the WESTPORT CHAP- 
TER (Kansas City, Missouri) have be- 
come fashion conscious after their Din- ° 
ner and Fashion Show. 

* * * 


Mrs. Linda Newsom of the DEsK SET 
CHAPTER (Corpus Christi, Texas) mod- 
eled at the Style Show Luncheon spon- 
sored by the Business and Professional 
Women’s Club to open National Busi- 
ness Women’s Week. 

* * * 


North Carolina girls at the Asheville LAND 
OF THE SKY CHAPTER’s weekend get-to- 
gether at Bent Creek Ranch. From left to 
right: Mrs. Frances B. Meyers, President, 
O. HENRY CHAPTER, Greensboro; Ella Lee 
Shuford, President, H1cKORY CHAPTER; 
Tommie Long, PIONEER CHAPTER, and 
Kathleen King, President, QUEEN CHAR- 
LOTTE CHAPTER, Charlotte; Mary Med- 
ford, MOUNTAINEER CHAPTER, Waynes- 
ville; and Blanche Patterson, President, 
LAND OF THE SKY CHAPTER. 


SANTA MONICA CHAPTER (Santa 
Monica, California) held its fourth an- 
nual fashion show for the benefit of its 
scholarship fund. Lillian C. Steers was 
fashion chairman. 

7” * * 


Gladys Jurchak, C. P. S., of the Hous- 
TON CHAPTER (Houston, Texas) typ- 
ing 102 words a minute beat Chester 
Soucek, world’s amateur typing champ. 
She received an Underwood portable as | 
her prize. 

* * 

A silver award was given to Adele 

Pilling, of the TOWER LIGHTS CHAPTER | 


The Secretary 














Austin, Texas) for her effort in “Beat- 
ing the Champ.” 


* * * 





Members of the Santa Monica Chapter, 
left to right: Mrs. Jerry Kearns, Marie 
Ohlund and Virginia Meirndorf, modeling 
the latest Fall fashions at the Chapter’s 
Fourth Annual Men’s and Women’s Fash- 
ion Show, which was held on the Terrace 
“Under the Stars” of the Santa Ynez Inn 
on October 3. Proceeds go to the Annual 
Scholarship Award Fund. 


Dorthy Lloyd, past president, Woop- 
WORTH CHAPTER (Port Arthur, Texas ) 
was given an Underwood electric model 
as recognition for her ability to “Beat 
the Champ.” 





Left to right: Mr. Louis Dromgoole, Divi- 
sion Typewriter Manager, Houston, Texas, 
Mrs. 
Jacobson, Houston Chapter President; and 


Underwood Corporation; Winnie 


Gladys Jurchak, winner of “BEAT THE 
CHAMP” contest in Washington, D. C. 


LADO DEL RIO CHAPTER (Riverside, 
California) held a Fellowship Tea to 
increase its membership. John Talley of 
the California Electric Power Co. spoke 
on “Personnel Problems” at the chap- 
ter's fall meeting. 


The Secretary 


Harold K. Gove, Union Electric Co., 
and former member of American Com- 
mission studying Japan's industry poten- 
tial spoke to the St. LOUIS CHAPTER 
(St. Louis, Missouri). 

sd * * 


Her trip for the Mutual Security 
Agency to Austria served as the subject 
for a talk by Trevor H. Clark in address- 
ing the ANACACHO CHAPTER (San An- 
tonio, Texas). Colored slides highlighted 
her talk. 

* « * 

Margaret Leonard, lecturer and coun- 
selor, is giving a series of lectures on 
“What Can I Do” to the WESTPORT 
CHAPTER (Kansas City, Missouri). 

SECRETARIAN CHAPTER (San Berna- 
dino, California) has had some of its 
members joining the Inter-Service Club. 
One member from each service club in 
the city meets twice monthly to ex- 
change ideas and information. At the 
National Orange Show members pre- 
pared a dinner for 15 as their share of 
the United Nations Dinner. 

* * * 


Two NSA chapter presidents were 
elected to the National Board of the 
Desk and Derrick. This is a club com- 
posed of women in the petroleum in- 
dustry. Frances Crawford of the VICKS- 
BURG CHAPTER (Vicksburg, Mississippi) 
was elected D & D secretary. Mrs. La- 
mont Toft, president of the NU-SAK-AN 
CHAPTER (Wichita Falls, Texas) was 
elected treasurer of D & D. 

* * * 


HOLLYwoopD CHAPTER (Hollywood 
California) members attended a dinner 
honoring Grace L. Stoermer. The dinner 
was sponsored by the Native Daughters 
of the Golden West. The chapter served 
as hostess to some 87 ICCRs at the first 
Southern California-Arizona ICC meet- 
ing this year. Lucy Enos, ICC Chairman, 
introduced Muriel Sea of the LAKE 
MERRITT CHAPTER (Oakland, Califor- 
nia). Chapters represented from Cali- 
fornia were, SAN FERNANDO VALLEY, 
HOLLYWOOD, QUEEN BEACH, LOs AN- 
GELES, WILSHIRE, PASADENA, LADO DEL 
R10, SECRETARIAN, SAN DIEGO and 
SANTA MONICA. 

* * * 

Betty Robin of the WILSHIRE CHAP- 

TER (Los Angeles, California) was ap- 


pointed chairman of a committee to 
arrange for the meeting of the CPS ex- 
amination applicants. Members in the 
area have been invited to the Ad Club 
of Los Angeles’ annual award dinner. 





Velda Evans Harness (left) 1947-1949 
Southwestern Vice President, being pre- 
sented with her Past National Officer’s 
Pin by Shella Sharpe (right) Southwest- 
ern Vice President, at a luncheon in the 
Lassen Hotel, Wichita, Kansas, honoring 
Shella Sharpe. 





FRANKLIN MOORE 


A recent issue of Sketches, the HAR- 
RISBURG, PENNSYLVANIA CHAPTER’S 
monthly bulletin, was dedicated to 
Franklin Moore, President and Manag- 
ing Director of the Penn Harris Hotel 
in Harrisburg. 


Mr. Moore was president of the Penn- 
sylvania Hotels Association (1936-39) 
and the American Hotel Association of 
the United States, Canada and Mexico 
(1940-41). Since 1941, he has presided 
over the Inter-American Hotel Associa- 
tion, comprising twenty-three countries 
from Alaska to Chile, and also is Vice 
President of the International Hotel As- 
sociation, which includes all the free 
countries in the world. At present he is 
Director of Civil Defense in Harrisburg 
and Chairman of the Disaster Commit- 
tee of the Red Cross. 


. 
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It’s all right, 
Miss Jackson... 








Your boss will be 
an easier man to work for if he puts his 
feet up on his desk every now and then. 
According to leading medical authori- 
ties, it's a healthful way to relax and 
relieve the high pressure of the bustling 
business world. 


“If more men put their feet on their 
desks, both they and their business would 
be in better shape.” That's the opinion, 
not of an M.D., but of Ben Itkin of It- 





kin Brothers, Inc. who recently reported 
upon a survey of office working habits 
conducted by the National Office Furni- 
ture Association. 


This survey disclosed that one out of 
every three businessmen is in the habit 
of putting his feet on his desk at least 
once a day. Muscular tension, according 
to the survey, is the most common symp- 
tom of business worries. Raising the 
feet to desk level breaks up muscular 
habit patterns, and releases tension on 
the large muscles at the back of the 
thigh. This in turn diminishes mental 
anxiety over business. 


“Actually, there is no need for busi- 
nessmen to lose dignity by placing their 
feet on their desks,” Mr. Itkin said, add- 
ing that posture chairs which balance 
the body's center of gravity, accomplish 
the same purpose gracefully. 

(continued on page 31) 








LJhy is a. steaming 





hot cup of freshly 
brewed coffee on a 
cold rainy November 
day like’ Buckeye 
Ribbons and Carbons? 


| : 


{ 


\ ; 





Cause a delicious 
cup Py ng: can ae 

ov a lift Tor living jus 
4s Buckeye Ribbsns 
and Carbons aive your 
work a lift for looks. 


Im yours- all yours — just for 
+he asking, lell wn folks You want 
me for a desk pal. lyn just 2 
doggy paper-weight lacking for 
Soméone like you fo put me to work 
as | Know you will my 


Buckeye Ribbons and Carbons 
7211 St. Clair Ave,Cleveland 3, Ohio 
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PRES-TO-LINE 

Increasing speed and efficiency of the 
typist, the billing clerk and the electrical 
accounting machine operator by helping 
them to read faster and more accurately, 
Pres-To-Line takes reading material from 
the awkward and abnormal position on 
the side, and puts it in a natural reading 
position in back of the typewriter. Avail- 
able in five widths (14”, 18”, 24”, 28” 
and 32”) to accommodate all general, 
legal and accounting work, it can be 
equipped with an exclusive foot-operated 
spacing mechanism whenever it is neces- 
sary for the operator to have both hands 
free. 


Circle 134 on coupon, Page 24. 





PERMOFLUX SCRIBE TAPE 
DICTATION MACHINE 


The recording tape of this machine can 
be used thousands of times, eliminating 
the high annual cost of cylinders, bands 
or discs. The tape is enclosed in a snap-on 
magazine for instant changing from one 
machine to another . . . no threading or 
manual handling of the tape is necessary. 
Other Scribe features include automatic 
back-spacer, start-stop control, no needle 
scratch or surface noise and exceptionally 
fast forward and rewind speeds. Today’s 
dictation ‘is automatically wiped off the 
tape when you dictate tomorrow. One 
Scribe unit can be used for both dictation 
and transcription. 


Circle 135 on coupon, Page 24. 


The Secretary 








Ever letter you write is as personal, 
as much a part of you as your speech, 
your walk, your clothing and your man- 
nerisms. In this chapter of Letter Writ- 
ing Techniques you'll learn how to make 
your letters sound just like you at your 
most charming conversational best. This 
would seem to be a valuable asset if you 
can do it, and here’s how you can. 


If the girl sitting at the desk next to 
you breezes in some morning with a 
svelte new hat, you might admire it 
tremendously, but you wouldn’t think 
of whipping over to the nearest depart- 
ment store on your lunch hour to buy 
once exactly like it. You might imitate 
the style, the fabric or the color, but not 
the identical bonnet. Why then copy 
the hackneyed phrasing, the colorless 
style and the uninspired drivel of those 
letters in the files you've been using as 
models for your correspondence? They 
can’t possibly sound like you. 


Let’s consider a typical morning’s mail. 
Stacking the pile of envelopes, you slit 
the tops and glance quickly at the con- 
tents before routing them to the proper 
department or person. Perhaps the first 
one reads something like this: 


Yours of the 19th received and con- 
tents noted. We wish to call your atten- 
tion to the fact that according to our 
records we have never received your re- 
quest for quotations which you claimed 
to have written on the 2nd of this month. 
However, we will give the matter our 
immediate attention. Thanking you for 
your consideration, we remain, yours 
truly, Hammer, Hammer & Sons. 


Deadly, isn’t it? Filled with trite, an- 
tiquated phrases; a trifle insulting; cer- 
tainly detrimental to the good will your 
company has for Hammer, Hammer & 


Sons, this letter has no individuality. 


The Secretary 
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Writing 


Maybe your mail doesn’t include many 
letters which are this dull, but there’s 
no valid reason for receiving any. What's 
more important, though, you should 
never, never be guilty of writing such a 
letter. Shame upon the secretary who 
composes such unpalatable stuff. 


Put a little drama into your letters, 
even though they are routine follow-ups 
of business activity. Orders have to be 
acknowledged, complaints answered, in- 
quiries made. Suggest how your readers 
will benefit by using your suggestions or 
advice, show them why it will help 
them. When appropriate, use provoca- 
tive examples or short anecdotes. 


A large percentage of business letters 
are sent and received by persons who 
have never seen each other. Yet they 
can't help trying to visualize each other, 
and the writer can easily be liked or 
disliked by the tone and the appearance 
of his letter. 


Individuality does not mean, however, 
that you should go all out with garishly 
colored paper, a fantastic letter form, 
wild letterheads, profuse illustrations 
along the side margins or “gimmicks” 
supposed to tickle the reader with their 
originality and appeal to his sense of 
humor. Many sales letters have tried 
novel approaches to attract attention, 
but often the overwhelming desire to 
have the letter noticed has made the 
writer look ridiculous. 


Showmanship must always be com- 
bined with restraint. Legitimate enclos- 
ures, such as brochures, checks, photo- 
graphs, are anticipated if the other per- 
son has requested them, but cute gim- 
micks such as small pencils, samples 
of products, (we know one executive 
who included tiny bits of coal in one of 
his recent promotion letters! ) and simi- 
lar attention-getters are irritating. Once 


= No. 3 im a series of articles on Letter 


Technique, written by 


your publisher exclusively 
for THE SECRETARY. 


upon a day long ago, someone thought 
of including a piece of string in his let- 
ter to remind his reader of a job to be 
done. Maybe, the first time it was tried, 
that idea was considered clever, but it 
has become annoying with overuse and 
misuse through the decades. The best let- 
ters have no oddities of display. Instead 
their appearance is unobtrusive, induc- 
ing the reader to read rather than stop 
to take in the side show. 

In addition to proving your individu- 
ality, a letter also shows character... 
your own and your company’s. That 
means it’s up to you to make sure it's 
good character you’re showing. A reader 
is favorable toward you and your com- 
pany when he feels that you are honest, 
unbiased and trustworthy. If your letter 
hedges and deliberately leaves him in 
doubt about a delivery date, a definite 
promise for action or an unfinished 
business commitment, he is suspicious, 
and rightly so. 


Be sure of your facts before you sit 
down at your typewriter, then tell your 
story in a straight-forward, courteous 
way. Attempting to deceive your reader 
will only antagonize him. A phone con- 
versation is easily forgotten, but a mis- 
leading letter is a permanently-filed re- 
minder of your hide-and-seek tactics. 


Today we write as we speak. Frozen, 
formal wording will never stir warmth 
in a reader, never convince him you are 
sincere, never move him to action—al- 
ways the prime objective. His feelings 
for you and your company will be as 
frigid as your stilted phrasings, unless 
you learn to sound like yourself. 

Don’t hesitate to mention his name in 
the body of your letter. So many letters 
salute the reader with “Dear Mr. Blank,” 
after which he becomes a nonentity. 

(continued on page 22) 
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by MRS. MARGIE HORCHOW 
Associate Editor 


|, FERGUSON, President of 
QUEEN BEACH CHAPTER, Long Beach, 
California, makes a hobby of showing 
her prize winning Chows, while off duty 
as secretary to Chief of Police Dovey. 
Here she is pictured with Ching Run of 
Ferg Sun, “Fergie,” just fifteen months. 
Fergie received the Annual Award for 
winning the most blue ribbons in Open 
Dog Class Red of any Chow in Southern 
California in 1952 with five points to- 
ward championship. His sire, also 
owned by Madeline, is Li Ching’s Chang 
of Ferg Sun. 





Madeline Ferguson, President of QUEEN 
BEACH CHAPTER (Long Beach, California) 
and her prize winning “Fergie’—Ching 
Run of Ferg Sun. 

Texans love Texas, but according to 
some eighteen HOUSTON CHAPTER 
members they like vacationing else- 
where, everywhere from Canada to Ber- 
muda, from California to Florida and 
New England. Those who took the NSA 
cruise to Bermuda were Mesdames Ja- 
cobson, McNichols, Jurchak, and Birk- 
man, while Inez Burt was content vaca- 
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tioning at her summer cottage, “Scram- 
ble Inn,” on the San Bernard River. 

The St. Louis CHAPTER boasts of an 
interesting person in new member Dor- 
othy Howellenkamp, who worked for 
the United States Government in Japan. 
COLUMBUS CHAPTER, Columbus, Ohio, 
has lost Twila Clagget to Cleveland and 
Christine Lesperance to Detroit. REBEL 
CHAPTER, of Chickasha, Oklahoma, has 
transferred Corrine Stephens to Wichita 
Falls, Texas. CHATTANOOGA CHAPTER 
(Tennessee) reports that Virginia Blan- 
chard has moved to Harriman, Tennes- 
see, and that member Mary Lous Can- 
non will be blessed-eventing sometime 
this fall. Alice McRoberts, of the Los 
ANGELES (California) CHAPTER will 
be transferring to San Francisco, prob- 
ably ere we go to press. 

Travelers of the HARTFORD CHAPTER 
include Beverly Barry who went to 
Puerto Rico and the Virgin Isles. Made- 
line Wallace who vacationed at Lake 
Louise and Banff and Marian Watson 
who cooled her heels through Alaska 
and Canada. Terry Martino, also of Hart- 
ford, traveled on October 11, but her 
trip was down the “middle aisle.” Jua- 
nita Wick, of the SCHENECTADY (New 
York) CHAPTER became Mrs. Charles 
Schenk, Jr., on September 14. 

Jill Hargis, of the EVERGREEN CHAP- 
TER (Denver), and her husband have 
adopted a four month old daughter, 
Susan, and moved with her into their 
new home. Loretta Vanchor and Jean 
Nixon, of the ONEIDA (New York) 
CHAPTER were involved in a serious 
auto accident enroute to the convention. 

In case you are wondering how to get 
your boss a first rate reservation in a 
foreign city or tickets to a big ten foot- 
ball game just ask Mildred Bryan of the 
PITTSBURGH CHAPTER, or her _ boss, 
Wm. M. O'Donnell, of the American 
Metallurgical Products Company. 

Oddities from the news .. . “TUE- 
BOR” in the LANSING TUEBOR CHAP- 
TER name is taken from the Great Seal 
of the State of Michigan and means “I 
Will Defend.” .. . Betty Ann Young, of 
BADGER CHAPTER, La Crosse, Wiscon- 
sin, reporting on the social highlights 
of our convention in Washington, told 
of getting a new permanent by a Charles 
of the Ritz salon attendant ...and when 
asked what she found so different about 
it, replied—“the price.” 





| Take a Letter Please 


(continued from page 21) 


This doesn’t mean you should “Mr. 
Blank” him to distraction. Use your own 
discretion; show him your friendly, can- 
did self. Put the emphasis on “you” 
not on “I” and “we.” Prove to him that 
his interests are paramount with you. 
Always be willing to admit your mis- 
takes and emphasize your frankness by 
not trying to hide or excuse them. 

By all means, a neat, clean letter is 
essential. You'd never visit your friends 
in your torn blue jeans or with your 
make-up smudged. Make sure the ap- 
pearance of your letter is a compliment 
and not an insult. With your character 
highlighted in such flattering illumina- 
tion, you and your letter can’t help mak- 
ing a hit. 

Someone once said, “The secret of 
writing a good letter requires the ability 
to put yourself in an envelope and seal 
the flap.” That, plainly and simply, is 
personality and effective letter-writing 
demands it. 

We've all heard about the impact of 
personality in business, in the social 
world, in daily contacts with all types 
of people, but how many think of ap- 
plying personality to letter-writing? 
Once you have the knack, you'll wonder 
how you were ever satisfied with your 
stodgy, unexciting letters of old. 

The secret? There is none, or if there 
ever was one, it’s out now. Just write as 
though you're talking! Make your let- 
ters sound the way you sound and they'll 
take on your personality. 

To talk one way and write another 
precludes only one unhappy result: an 
affected, insincere letter that makes in- 
sipid reading and a poor impression on 
the person who receives it. When the 
reader feels as though you're talking to 
him instead of writing to him, your 
letter has personality, it’s lively and nat- 
ural; your letter is you. 

Before you even rest your fingers on 
the keys of your typewriter, try to pic- 
ture the person to whom you're writing. 
Then write as though he’s sitting next 
to you. If he is a complete stranger, a 
business correspondent whom you're 
contacting for the first time, put your- 
self in his place. What it it that he wants 
to know and what's the simplest, most 
concise way for you to tell him? If you 
are questioning him, how can you make 
your questions direct and complete, so 
that he won't need to wonder what in- 
formation you want? 

(continued on page 24) 
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can be yours... 


Richmond NSAer, Active as Homemaker, 
Sportswoman and “Dean of Medical Secretaries” 





Mauecu has been done and said to glorify the men and women “in white,” 
of our country, but let us turn our attention to the women behind them—the 
Medical Secretaries. They have done an outstanding job in the progress of their 
profession from the horse and buggy era to the present streamlined offices com- 
plete with appointment systems. They keep the outer office running smoothly 
and efficiently, thus relieving the doctors and nurses of the worry of much of 
the detail and routine work. 

Mrs. Pauline Ervin Hough, an NSA member from Richmond, Virginia, is 
known in her locality as “Dean of Medical Secretaries.” Business men, as well 
as physicians frequently call on her for help in obtaining competent secretaries. 
She has been secretary in the Department of Neurological Surgery, at the Med- 
ical College of Virginia, and private secretary to Dr. C. C. Coleman, Professor of Neurological Surgery since 1934. In 1946, 
Pauline was given the additional duty of Executive Secretary to the partnership of Drs. Coleman, Meredith, and Troland. 

Her duties, Mrs. Hough explained, are handling correspondence, bookkeeping and auditing, as well as tax records, invest- 
ments, and purchasing for the doctors. She interviews patients, selects and supervises office personnel, does research, and 
assists in the preparation of scientific papers, articles and books for publication. She also prepares medico-legal reports and 
lectures. Many of the administrative duties of the department and the private practice are referred to her. 

In addition to her strenuous secretarial duties, she manages a home for her husband, Charles E. Hough, Director of one 
of Richmond's leading hospitals. Their daughter just recently graduated from William and Mary College. 

For recreation, Mrs. Hough, an inveterate and expert tennis player, plays tennis, and not just an ordinary game. She 
holds trophies for her ability on the court dating from 1927 through 1949. She and her partner held the Richmond Women’s 
Doubles Championship for five years and were State Champions in 1949. For the past two years she has played with her 
daughter as her partner in the State Tournament. Next to tennis, Mrs. Hough likes baseball, reading, and is vitally inter- 
ested in city, state and national affairs. 

Members of the OLD DOMINION CHAPTER of NSA are most enthusiastic in their praise of Mrs. Hough, a graduate of 
Appalachian Teachers College, N. C. When the first NSA chapter in Virginia was installed in Richmond in November, 1951, 
Mrs. Hough was selected by the Field Executive to be its first President and in January was voted another term of office. 


. 
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The Secretary 





TAKE A LETTER 


(continued from page 21) 


Use your ordinary vocabulary. Don’t 
try to impress your reader with flowery, 
polysyllabic chatter. Simple words are 
best and even an occasional word of 
slang will add color, though it’s better 
not to overdo. You, letter, of course, 
should always be in good taste, never 
crude or flippant. 

Short words and short sentences are 
time-savers and, once again, more nat- 
ural. Avoid stilted, cumbersome phrases. 
Instead of “owing to the fact that” say 
“because”; instead of “we would request 
that” say “please”; instead of “at the 
present time” use “now.” The list could 
go on endlessly. Concentrate on selecting 
quick, pleasant phrases. Sometimes stiff 
wording is used because it “sounds 
right,” but that’s only because it’s con- 
stantly repeated when it should have 
been buried long ago. 

Remember the popular phrase “All 
the world loves a lover?” Well, the 
world also loves a cheerful writer, which 
doesn’t necessarily mean a witty writer. 
A gracious, friendly, spritely letter as- 


PLEASE 


sures the good will of the reader just 
by its tone. 

If there’s a special word or phrase you 
want to stress, then underline it. Used 
in moderation, this is extremely effective 
to strengthen your sales points. If you 
make use of these suggestions in your 
letter writing, you'll be receiving com- 
pliments by the score on your peppy 
letters. 

Basically, of course, the reader identi- 
fies the letter writer with Big Business, 
the corporation, not Marilyn Johnson, 
the person. Letters express company pol- 
icy and attitudes as much as the sales- 
men on the road, the public relations 
department and the top executives. A 
letter of good will tries to help the 
reader, tries to make him feel important, 
tries to see the set-up from the reader's 
viewpoint. When a letter is sincere, 
honest and friendly, the reader applies 
the same virtues to the company. If the 
reader can count on the letter to be de- 
pendable, he automatically respects the 
company. (continued on page 29) 
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) BUUKI-TALK 


Why is Thanksgiving Dinner 
with all the trimmin’s 

like typing with. Buckeye 
Ribbens and Carbons ? 


‘Cause Buckeye gives 
you so much 
Satisfaction and goodness. 


I'd like to be your desk pal, 
l weigh almost 5 ounces (without 
| never worry about 
my figure. I'm not beautiful, , 
but with lipstick, rouge and nail 
polish Ican be glamorized. Write 
my tolks, ask for me. Try improving my 
looks just as | know the leoks of 
your work will be improved with 


Buckeye Ribbon & Carbons, 7211 St.Clair Ave, Cleveland 3, Ohio | 


in real 
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COPYFLEX MODEL 14 


Almost automatic in operation, this new 
desk-sized machine makes low-cost error- 
proof, smudgeproof copies of practically 
anything typed, written, printed or drawn, 
in a matter of seconds. Its copying width 
enables it to copy large accounting and 
Statistical sheet, or ordinary |letter-size 
forms two at a time. Practically soundless, 
it needs no inks, tray developing, special 
lighting or exhaust ducts. It takes uv less 
than a square yard of floor space and can 
be rolled on its casters to any work-site 
where it requires only a connection to a 
standard 115 volt, 60 cycle, AC power 
circuit. 


Circle 136 on coupon below. 
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610 Woop STREET 
PITTSBURGH 22, PA. 
Gentlemen: 
I would like further information 
on the items circled below: 
132 133 134 
135 136 





Name 
Address 














Company Name 
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RECORDS: Dick Lee sings pops. 








RADIO: Martin & Lewis 
go wild. 
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% THEATRE: Remember the late Carole Lombard in that 
hilarious, unconventional Ben Hecht movie Nothing Sac- 
red? Now it’s a Broadway musical with Helen Gallagher 
(of Pal Joey) stepping into the Helen Flagg lead . . . The 
Stage will be a brighter one this season when Margaret 
Sullavan, a one-of-her-kind actress, stars in Terence Ratti- 
gan'’s The Deep Blue Sea . . . Katherine Cornell continues 
to give fresh meanings to an old play, The Constant Wife, 
now touring 


% MOVIES: It cost Sam Goldwyn $4 million to make 
Hans Christian Anderson—and it was almost worth Jt. 
Danny Kaye and the ballet sequences are tops . . . If it’s a 
touch of master-writer George Bernard Shaw you are look- 
ing for, see Androcles and the Lion. The big-name cast in- 
cludes Jean Simmons, Maurice Evans, Robert Newton, Vic- 
tor Mature and Alan Young (as Androcles) . . . Once be- 
littled as a “passing fancy,” New York’s Cinerama, the film 
with a new dimension, has now rated such raves from press 
and public that it may change movie-making completely 
within the next decade. Could it be filmland’s answer to 
TV? 


% RADIO: Dean Martin, “The Crooner” and sidekick 
Jerry Lewis, self-styled “The Thing,” turn loose their par- 
ticular zanyness in a less-than-subtle but highly amusing 
Martin & Lewis Show (NBC) ... For a quieter comedy 
technique there is always The Jack Benny Show. Jack's 
pinchpenny tactics and asides are still reliable stocks-in- 
trade . . . All aforementioned gentlemen throw mad TV- 
parties occasionally too. 


te RECORDS: Here are three remarkable “old faithfuls” 
from the classics, given intensity in their new orchestral 
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THEATRE: Cornell is 
The Constant Wife. 






settings: Tchaikowsky’s Fifth ($5.95 Mercury); and Tchai- 
kowsky'’s Pathetique ($5.45 Columbia) with Eugene Or- 
mandy and the Philadelphia Orchestra . .. Watch for more 
good waxings from handsome 21-year-old Dick Lee, whose 
best record to date is Cuban Love Song. 


% BOOKS: Harper headliners have cornered the ladies’ 
autobiographical market—The Glitter and the Gold by 
Consuelo Vanderbilt Balsan; Letters of Edna St. Vincent 
Millay; and Tallulah by (who else?) Tallulah Bankhead. 
The three writers, each in her own way, reveal lives of 
(respectively) polish, poetry and passion. After reading 
Tallulah 1 was reminded of some lines from Al/ About Eve, 
a reported take-off on La Bankhead: “We are a breed apart 
from the rest of humanity, we theatre folk. We are the 
original displaced personalities.” 
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Considered one of the handsomest estates in colonial America, 
the colonial Governor’s Palace was the official residence of the 
king’s representative to the Virginia Colony. Seven royal gov- 
ernors and Patrick Henry and Thomas Jefferson, the first two 
governors of the Commonwealth, lived here. Built about 
1720, it is surrounded by ten acres of gardens including a 
Maze, Canal, Fishpond, Bowling Green, and ornamental gar- 
dens. It has been carefully reconstructed on its original site 
and opened to the public as an exhibition building of Colonial 
Williamsburg. It contains a priceless collection of rare antiques 
matching original inventories of its furnishings. 


 —— carriages roll leisurely down the main 
street. In a tiny, peak-roofed building, facing the Palace 
Green, a woman sits at her spinning wheel patiently spin- 
ning wool. On a side street, at the foot of a little mill, the 
clang of the blacksmith’s hammer on his anvil breaks the 
morning quiet. This is Williamsburg, Virginia, the city 
that has been restored to its appearance and atmosphere of 
two centuries ago. 


For present-day Americans, a trip to Williamsburg is an 
excursion two hundred years into the past. It’s a journey in- 
to American history, to the very roots of America’s demo- 
cratic traditions. It’s a look at the furnishings, the gardens, 
the architecture, the housekeeping, the elegance, the day- 
to-day life of the 18th century. And it’s a weekend or vaca- 
tion made comfortable with every convenience of the 20th 
century. 


Set on a broad ridge between two rivers close to the tip 
of Virginia’s lower peninsula, Williamsburg today plays 
host to some half million visitors a year who come from 
every section of the United States and all parts of the world. 


Williamsburg dates back to 1633 when it was originally 
named Middle Plantation, a stockaded settlement erected 
against Indian attack by hard-pressed colonists from near- 
by. Jamestown. Although the College of William and Mary 
was founded here in 1693—oldest college, after Harvard, 
in the English-American colonies—Middle Plantation was 
little more than a village. All this began to change, how- 
ever, when in 1699 the capital of the Virginia Colony was 
moved to Middle Plantation. The town’s name was changed 
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Equipped much as it was in pre-Revolutionary times, the Pas- 
teur-Galt Apothecary Shop, a free exhibition building in Wil- 
liamsburg, even houses an “apothecary” in 18th century attire. 
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to Williamsburg, in honor of the reigning English king, 
William III, and a planning and building program com- 
menced. 


For the next 80 years Williamsburg was one of the lead- 
ing cities of colonial America with an influential role in the 
formulation and achievement of American ideals of inde- 
pendence, human rights and religious liberty. 


In 1780 the capital of Virginia was moved to Richmond 
and the days of colonial glory for Williamsburg were over. 
In 1926 the restoration of Williamsburg to its 18th century 
appearance was begun. Now known usually as Colonial Wil- 
liamsburg, the project was conceived by the late Reverend 





A costumed attendant uses the Dutch Oven built into the mas- 
sive fireplace in the kitcheri of the George Wythe House, recon- 
structed to its original appearance, in historic Williamsburg. 


W. A. R. Goodwin, who was rector of Bruton Parish 
Church in Williamsburg, and made possible by funds from 
John D. Rockefeller, Jr. Every conceivable source of infor- 
mation was utilized to bring back the city where history 
had been made in the 18th century. Today in Williamsburg 
there are more than 400 buildings that look just as they 
did in the 18th century. Eight of these are now major ex- 
hibition buildings, decorated and furnished as they were 
200 years ago and open to public inspection. 


There is the Capitol building where Patrick Henry fired 
colonial Americans with his outcry against the Stamp Act 
while young Thomas Jefferson listened at a keyhole. Much 
of American Revolutionary history was made in Williams- 
burg Capitol. 

Behind the Capitol is the colonial Gaol, with its pillory, 
stocks and whipping post, where Blackbeard’s men were 
once imprisoned. Further down the main street is the colon- 
ial Magazine, standing since 1715. Now the storehouse for 
the most complete collection of 18th century firearms in 
America, the Magazine was the scene of one of the first 
physical resistances of the Revolution in Virginia. 


At the end of the Palace Green stands the Governor's 
Palace itself. A magnificent home by the standards of any 
age, the Palace is the most popular of all Colonial Williams- 
burg exhibition buildings. Here lived the Royal Governors 
of Virginia. Surrounding the Palace are the fabulous gar- 
dens that have brought people to Williamsburg from all 
parts of the globe. 


In Williamsburg, visitors see not only how people lived 
in the 18th century but how they worked. In a restored 18th 
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century printing office, the printer sets his type and oper- 
ates his press just as he did 200 years ago. The blacksmith 
still forges metalware by hand, and spinning, weaving, boot- 
making, wigmaking and cabinet making are all done as 
they were when America was a British colony. 


But the restoration of Williamsburg has been concerned 
with more than buildings, gardens and shops. Even the 
atmosphere of colonial days has been, in part, recaptured. 
Eighteenth century costumes are worn by the women who 
escort visitors through the buildings, by the guards at the 
Gaol, by the militiamen at the Magazine, by the artisans in 
the Craft Shops, the waiters in the restored colonial taverns, 
the maids and janitors in the exhibition buildings. 


Williamsburg has also become the scene of two outstand- 
ing winter events. In January the Antiques Forum brings 
together people from all over the nation who are interested 
in antiques. In March the annual Garden Symposium is a 
gathering of gardeners and flower lovers. At both events 
experts participate in discussion programs and the build- 
ings, furnishings and gardens of Williamsburg are used as 
laboratories. 


Williamsburg has restored still another facet of 18th cen- 
tury life, the best of cooking. Eating in Williamsburg is an 
adventure with two restored colonial taverns, Chownings 
and the King’s Arms, and such dishes as Brunswick stew, 
chicken pot pye, pecan pie made according to traditional 
recipes. Waiters at the taverns serve in costume and guests 
eat with enormous napkins tucked under their chins. Colon- 
ial Williamsburg also operates two modern restaurants and 
a coffee shop. 


In the 18th century Williamsburg was very quiet in the 
winter time but today it has 
become a year-round attrac- 
tion for visitors. The Wil- 
liamsburg Christmas celebra- 
tion, with its carol singing, 
decorations, open house at 
Raleigh Tavern and all the 
other 18th century trimmings, 
is a special winter attraction. 
Nightly performances out-of- 
doors of the symphonic drama, 
“The Common Glory,” by 
Pulitzer prize winner, Paul 
Green, is a special summer 
treat. 








a Williamsburg gives its vis- 
itors the opportunity to enjoy the best of the 18th century 
with all 20th century comforts. Two large, modern hotels, 
the Williamsburg Inn and the Williamsburg Lodge, pro- 
vide ample sleeping accommodations together with restored 
18th century taverns and many small guest houses. An out- 
door swimming pool at the Williamsburg Inn is open dur- 
ing the warm weather and a nine-hole golf course is in use 


twelve months a year. 


The restoration of Williamsburg is dedicated to awaken- 
ing a finer consciousness of our American traditions and a 
deeper understanding of the men and women who helped 
build the American nation. Most of the visitors to Wil- 
liamsburg go away with a new understanding and appreci- 
ation of life in early American days when the American 
principles were being formed, 
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I; PERFUME good taste in an office? 
More than 65% of the business men 
interviewed in a recent survey answered 
“yes.” Why, then, are so many secretaries 
hesitant to surround themselves in frag- 
rance! Probably the reason is that many 
women are not sure what kind of scent 
is suitable for working hours and rather 
than make a mistake, they use no scent. 


Do you hesitate to wear costume 
jewelry because you are afraid of wear- 
ing the wrong thing? No! for you have 
studied the effect of your earrings, neck- 
laces, pins. You exhibit good taste in 
that accessory because you exhibit good 
taste in its wearing. Why not use the 
same intelligence regarding perfume... 
the fourth dimension of your person- 
ality. 

Because perfume is an emotional and 
psychological product, its effect on your- 
self and others is subtle, intangible yet 
definite. The scent you wear should be 
as suitable to you as the scarf at your 
throat or the blouse beneath your suit. 
And finding the right scent for your own 
personality is easy when you know how. 
Here 2re the simple rules: 


1. Remember always that your own 
nose is your guide because you yourself 
must like the scent. When you buy a hat, 
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Practical use of perfume in- 
cludes the application of just 
a few drops to the throat 
as well as other pulse spots. 
Just as you select clothes 
which are suitable to the of- 
fice atmosphere, so, too, se- 
lect perfume which is com- 
patible to the mood and 
tempo of your business day. 
The scent may be floral or 
woody or spicy or clear but 
always subtle. Heady, sultry, 
insistent scents are best left 
for the social hours. 


























you select the one which you consider 
the most flattering, the most suitable for 
the occasions on which you will wear it. 
Perfume, which is an even more per- 
sonal accessory, must be thought of in 
the same way. When you are deciding 
on what scent for the office, keep in 
mind the question, “Do I like it and is it 
suitable for my working days?” 

2. When you go to the perfume coun- 
ter to find the exactly-right scent for 
you, tell the salesperson the occasions 
for which you want perfume. For the 
office, you'll want a crisp, refreshing 
scent—it may be spicy or woody or 
floral. The sultry, heavy, insistent ones 
are better left to your social life. 

3. Test no more than three scents— 
your olfactory nerves probably will be 
confused by more. Put a drop or two 
on the inside right wrist and, before 
sniffing it, allow it to dry (to hasten the 
drying, pat it gently a few times). Then 








try another scent on the left wrist. Sniff 
it. A third may be placed on another 
part of your arm—far enough away from 
the wrist so the scents will not become 
confused. Between sniffing each scent, 
blow out through the nostrils to clear 
your olfactory nerves. If you cannot de- 
cide between two different scents, why 
not take a purse container size of each 
(today practically every perfume is pack- 
aged in tiny sizes whose price fits into 
your budget). 


4. Live with your perfume for a few 
days. The one you finally settle on is 
probably the one which will bring com- 
pliments that may range all the way 
from the obvious “you smell good” to 
“you look particularly pretty today” or 
“you're on the beam today.” You see, 
perfume is a subtle, emotional, psycho- 
logical product which, when used, has 
different effects on different people. But 
the myriad effects have one common 
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* How Practicale ¢ 
is Perfume 
for the 
Secretary? 








factor—a moment of pleasure reflecting 
compliments for you. 

How to use it? A drop behind each 
ear is all very well but it cannot be 
noticed by yourself or others—enough 
must be worn so you can enjoy your 
fragrance. We are not suggesting that 
you bathe in perfume for you know 
that is as bad taste as noisy bangle 
bracelets or chandelier earrings in the 
office. So put a few drops at the pulse 
spots where the heat of the body keeps 
the scent “alive” : .. on the inside wrists, 
in the crook of your arms, along your 
throat, at the temples in front of the 
ears. Saturate a piece of cotton with your 
perfume and tuck it in your bra so the 
scent rises to greet you from time to 
time. When you have finished dressing 
—just before you leave home—spray 
your perfume all about you so a fine mist 
settles on the fabric of your costume. 
Keep a purse container handy so you 
may renew your perfume at noontime 
and at the end of the business day—few 
perfumes last in the full beauty of their 
bouquet for more than four hours. 

Keep in mind a few don'ts about the 
perfume you wear! Don’t be a copy-cat. 
The chemistry of each individual's skin 
changes slightly the scent of perfume so 
what may be fabulously wonderful on 
some one else may not be right for you. 
Don't put perfume directly on fabric 
since it may stain or spoil the cloth. 

Don’t pour perfume directly on fur— 
far better to spray it from a distance of 
two feet so a light mist settles on it or 
spray the lining. Never put perfume on 
white or light furs. 

Don’t sniff perfume directly out of 
the bottle because the first thing that 


greets your olfactory nerves are the | 


fumes of alcohol which are the “car- 
riers” of the essential oils that make up 
the bouquet. 

Don’t save your perfume for “special 
occasions” since it does no one any 
good locked in the bottle—and eventu- 
ally the scent will “spoil” through evap- 
oration of alcohol. 

Remember that most personal of all 
aids-to-loveliness, fragrance. As _ the 
fourth dimension of your personality, as 
a builder in your own sense of feminin- 
ity, perfume will prove to be a strong 
ally in your battle of competition in the 
business world of today. 
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Take a Letter Please 


(continued from page 24) 


The value of an organization’s repu- 
tation for dependability cannot be over- 
estimated, and this reputation is built 
upon letter writing as well as upon face- 
to-face transactions. If Marilyn Johnson 
writes a letter for her boss to Mr. Har- 
old Wilson, promising to send him two 
photographs, then doesn’t follow-up 
with the photographs, Mr. Wilson will 
forget Marilyn Johnson’s name in time 
and he may even forget or forgive her 
boss, but he'll always remember that 
irresponsible Brown & Brown, Inc., 
didn’t come through for him one time 
and—consciously or unconsciously—that 
incident will influence all his dealings 
with them. 

That's unfair? It’s true that Mr. Wil- 
son shouldn’t judge an entire corpora- 
tion by one inefficient act of a secretary, 
but the important factor is that he and 
everyone else generally thinks of the 
corporation, per se, instead of the per- 
sons making up that corporation. 

Remember this the next time you're 
hustling to bang out a letter, with your 
eyes on your notes and your thoughts 
on the hands of the clock fast approach- 
ing five. That man you have to meet or 
the bus you have to catch may have 
breath-taking importance for you tem- 
porarily, but in the long run it’s the 
reputation of the corporation that has 
more far-reaching and lasting signifi- 
cance. The man will overcome his im- 
patience after a sparkling smile from 
you and there are hundreds of buses to 
replace the one you missed, but the solid 
corporation you represent is just liable 
to go on indefinitely. The reputation it 
establishes is built day by day, month by 
month until years of dependable service 
make it a firm that’s respected and ad- 
mired. 

Take your time with each letter you 
write. Think as you type. Proofread 
when you've finished. No matter how 
close you are to quitting time, never 
mail a letter before you have carefully 
checked it for errors in spelling, typing, 
grammar and expression of thought. 
The pride you take in your letters will 
be reflected in the pride your correspon- 
dent feels when dealing with your com- 
pany. 

Next month we'll discuss how to 
make your letters “win friends and in- 
fluence people.” 





NEXT MONTH 

With Christmas almost upon us when 
you receive your copy of the December 
issue, THE SECRETARY will carry inter- 
esting tips on how you can wrap gifts 
for the most discreet and how you can 
decorate the house so it will be overflow- 
ing with Yule spirit. 

So many secretaries have shown them- 
selves to be arts lovers and connoisseurs 
of modern art that we have a special 
story for them about the International 
Art Exhibit sponsored by the Carnegie 
Foundation. Actually everyone, regard- 
less of interest and avocation in life, is 
becoming more interested in art because 
of its influence on our daily lives. The 
winners of this show will either be un- 
derstood or questioned by many because 
of their entirely modern and abstract 
showing, but this era of art certainly de- 
picts the life of this century with its 
many magnetisms on humanity. 





Getting the Most 
from Surplus Funds 


(continued from page 7) 


Since you can’t move onto the floor 
of an exchange and purchase or sell your 
securities, it's evident that you must en- 
trust that function to a registered brok- 
er. The major requirement for selecting 
a potential broker is his clearance with 
the SEC, and membership in regulatory 
brokerage associations. 

“What are his financial resources? 
What outside agencies regularly investi- 
gate his affairs? What professional or- 
ganizations does he belong to? What 
fees does he charge? If he advises me to 
buy a security, is he willing to disclose 
his interest in the security? Who among 
the business leaders in the community 
can he offer as a reference? 

Above all, the broker should have 
many sources of information which can 
assist you in making selections for in- 
vestment, and he should be able to ren- 
der his views if he feels that you may 
be using bad judgment in deciding to 
invest in “X” company, if it be for long 
term gain, liberal income, good quality 
or speculation. 

If in reading these columns, your 
marketing appetite has been whetted, 
we will be telling you more about you 
and your broker, the value of stocks and 
why they fluctuate in price on the open 
market, and other facts of interest to the 
prospective investor in American busi- 
ness. 
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Ries smart alecs who wrote WASHINGTON CON- 
FIDENTIAL—those two boys who snooped behind closed 
doors—missed the boat! They didn’t even find the gang- 
plank! The missed the BIG STORY! 

Washington—great, cosmopolitan Washington, which 
has survived wars, conventions and tourists—may or may 
not survive the goings-on of a group that met there at least 
sixteen times last winter and spring. They met at night, 
under cover of the darkness. They met in a small room 
practically in the shadow of the White House. They gath- 
ered together silently—inconspicuously. They appeared in- 
visible for all the attention paid to them by others. 

Yes, in the very shadow of the White House: and their 
leader? None other than a member of our own State De- 
partment! Isn't that the BIG STORY? Well, big or little, 
I'll write the facts as I uncovered them and let the F.B.I. 
follow through. 

The State Department official and his stealthy little band 
of twenty-five plotters and planners were ghosts! Now, 
that’s strictly confidential! Did you shrug your shoulders? 
Well, unshrug ‘em, for ghosts they were and ghostly work 
they do, as you shall see. 

I got a line on these eerie people from a news story in 
the Baltimore Sun. American University in Washington, 
D. C., was ready to offer a special 16-week course in ghost 
writing—a pioneering effort, for such a course had never 
been offered anywhere, anytime. 

Now that spooky news story intrigued me—and I’m 
always interested in pioneering. I'm sort of a pioneer my- 
self. You see, I'm a ghost ¢o a ghost! And nothing can be 
ghostlier—and sometimes ghastlier—than that! But it’s 
this-a-way. My boss, in addition to being General Passenger 
Agent for the Baltimore and Ohio Railroad, is a ghost 
writer. He ghosts for others and I ghost for him. I guess 
I'm a ghost, second class. 

Now, being that far down the ghost scale didn’t stand 
in my way in getting into this phantom circle. I, with 24 
full-fledged invisibles, made up this first class in the funda- 
mentals of writing speeches for others. It is the common 
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conception that ghosts are supposed to scare people: in this 
case I, ghost second class, was scared not knowing what 
was going to break loose. Maybe we all were, but we soon 
got used to it for we were frequently scaring each other! 

We had ghosts of both sexes, and ghosts of all categories. 
Some wrote for their bosses in industry. Some wrote for 
Senators and Representatives. There was one little, round 
apparition who made ghosting a profession: he wrote for 
anybody who would buy and on any side of any question. 
The women were, as should be expected, nice, gentle, fash- 
ionable ghostesses who would, I feel sure, charm rather 
than frighten people. And, in addition to their charm, I 
believe that they were just as capable as the male spooks. 

Now about the big ghost—and he was big both in phys- 
ical make up and in mental prowess: and in this latter he 
showed an understanding of this unusual craftsmanship, as 
well as an ability to teach and demonstrate the techniques 
of writing words for others to speak. He was as sound as a 
dollar (and I don’t mean our 53-cent present day value, but 
the dollar when it was what a dollar should be). He was 
a top flight ghost writer himself—and I’m not going to tell 
you for whom! But you've heard some mighty important 
national figures spouting words he put into their mouths. 
This big ghost is capable of “ghosting” a man right into 
the White House! 

Our teacher—Our Professor of Ghosting—was Mr. J. 
Douglas Knox, a member of the State Department, United 
States of America. 

Every Tuesday evening for sixteen weeks I commuted 
between Baltimore and Washington (I have a B&O pass! ). 
In this limited article I cannot outline what transpired in 
those class meetings—nor would I divulge all the tricks 
we use in our trade!—but it was a good investment on my 
part, and a great adventure. 

There is, as we all know, a great deal of difference in 
writing for publication and writing for speaking. There is 
a great difference, too, in writing words for others to speak. 
We had no text book because there isn’t any. But we had 
homework. We were permitted to submit, as assignments, 
actual speeches engaging our attention at the time. We all 
grabbed at this as it was a great help turning the classroom 
into a workshop. 

I had some interesting assignments. I had to write a 
speech for another member of the class—a chap who ghost- 
ed for airlines while I am a railroader! I even wrote an 
imaginary speech for a gentleman who was a recent Candi- 
date on the Republican Ticket for the Presidency of the 
United States! He didn’t get the job, but my speech didn’t 
hurt him any, because the Professor wrote thereon: Excel- 
lent—but I know of no candidate who would dare!” So I 
never sent it co Mr. Republican! 


I'm only a ghost, second class, as I say, just a timid 
wraith in pretty high society. My classmates were leaders 
in their specialized field. I didn’t think I had a ghost of a 
chance to “graduate.” Therefore, you can imagine my sur- 
prise and pleasure when, amidst the creaking of stairs, the 
clanging of chains and the wailing of a black cat, I won 
my cap and shroud! 


The Secretary 
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Questions Involving the Relations 
Between CPS and Educational 


Institutions 


(continued from page 4) 


employment are available; but, frankly, there are few teach- 
ing materials for use in in-service courses; and only the 
diligent and ingenious instructor can develop courses to 
meet the needs of the employed secretary. 

Persons teaching in-service courses should understand 
fully the aims and objectives of the CPS program. They 
should take the attitude that passing the CPS examination 
is only one expected outcome of their teaching—that each 
class period should contribute to the efficiency of the sec- 
retary in the office the following day. In other words, they 
should be interested in and prepared to offer more than 
a mere coaching course. 

Why doesn’t the CPS Institute make available copies 
of old examinations for use in coaching courses? 

Many cities select teachers by an examination licensing 
system. Copies of old examinations are available, and those 
experienced in passing examinations offer coaching courses 
that are often very lucrative. Candidates are afraid not to 
take coaching courses, which provide them with various 
techniques for passing examinations but are of doubtful 
value in increasing their value as teachers. If the CPS Insti- 
tute were to release old examinations, a similar situation 
would develop. More people would learn how to answer 
questions, more people would make money on courses, but 
probably fewer and fewer secretaries would become CPS 
holders because of being better secretaries. Once again, let 
it be emphasized that the program is a much broader one 
than would be encompassed in such a system. 

Why doesn’t the Institute provide course outlines to 
colleges and universities that want to co-operate and 
offer courses? 

The Institute is working very hard on its primary func- 
tion—the development of a measuring instrument for su- 
perior secretarial work. It has not had time to work on this 
problem. Neither are curricula developed in any field in a 
two-year period. However, as the program develops, the 
Institute will be in a position more and more to pool infor- 
mation about various approaches to the problem of offer- 
ing upgrading courses for secretaries. It has adopted the 
viewpoint that no one outline is suitable for all institutions. 
Courses to aid the CPS program should be fitted to the 
needs of the locality in which the courses are given. For 
instance, one community should give training applicable to 
the work of the secretary in the oil industry; another should 
concentrate on the airplane industry. Some institutions can 
give only night courses; others can give only day ones. Some 
are organized so that short suit courses can be given; others 
must follow the semester plan. Some can arrange to have 
specialists teach special phases of the course; others must 
retain one faculty member throughout the course. 

In the next few issues of THE SECRETARY several de- 
scriptions of courses which have been offered will be given. 
It is hoped that such outlines will suggest to other institu- 
tions possible approaches to teaching in this relatively new 
field—the upgrading of the already employed woman office 
worker. Watch for them. 
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It’s all right, Miss Jackson ... 


(continued from page 20) 


“An increasing number of executives are subject. to a 
hidden nervous drag caused by offices which are ill-equip- 
ped, pooly lighted, noisy and cramped for space. Another 
factor is obsolete equipment—desks with drawers that stick, 
chairs that are poorly designed for correct posture and office 
fixtures that are drab and depressing.” 


So the next time your boss brings the soles of his feet 
into desk-top view, give him a smile, Miss Jackson. He's a 
smart man: etiquette-wise and health conscious at the 
same time. 


One-time Carbon Gfoums 


Speed 
Or _ Accuracy 
Economy 


Manufactured in our own plant on our new up to 
the minute high speed 3 color 


ROTARY PRESS & COLLATOR 


by workmen with skill and experience in operating 
them to insure you fast delivery and 
top quality work. 


30 to 60 DAY DELIVERY 


OR LESS 


Quotations and Samples 
on Request 


“Mark Gf. Griggs Co. 


215 South Central 
PARSONS, KANSAS 


FORMS 





Phone 58 
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Please send cash, money order or check, payable to Greenland Studios, 
in care of THE SECRETARY, for any of the items described below. 








a 
PERSONALIZED BLOTTERS are a dif- 
ferent kind of little gift, especially nice 
reminders for teachers, students and casual 
friends whom you would like to remem- 
ber. Each blotter is 2”x3” and each is 
stamped with the owner’s name in gleam- 
ing gold. 50 for $1.00 


GOLD SPOOL SEWING KIT 
is dainty as a cosmetic compact. 
Ideal accessory of handbag, 
traveling, home or office. Fitted 
with everything needed for > 
most sewing and quick repair 
jobs. Plastic case includes 
thread cutter, two needles, nee- 
dle threader, safety pin and 20 
spools of thread in assorted 
colors. $1.00 


TOTE-A-ROBE is a colorful combed cot- 
ton 54”x72” blanket that fits into a hand- 
some carrying case just 12”x17”x214”. 
Case is of virgin vinyl with zipper closing, 
comfortable handles. Weighs under 3 
pounds and is wonderful for sports events, 
camping, seashore and picnics. One side 
of case is covered with matching blanket 
material so it won’t shine clothing when 
doubling as a cushion. $9.95 
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INVITATION CIGARETTE BOX is the gift 
of distinction for your favorite newlyweds. 
Send us the actual invitation; we'll reproduce 
it exactly and etch it into the top of this Fos- 
toria box. A permanent reminder of the won- 
derful day. $7.95 


Matchin 
engrave ame 
other will embellish the above gift —_—. 


ly. 


crystal ash trays with his first name 
on one and her first name on the 
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PERSONALIZED SLOPPY GUY TIE. 
Give this to the man who is lazy about 
gravy, whose suit sops soup. He’s the guy 
who gets pie on his tie every time, but 
he’ll get as much fun out of this Sloppy 
Guy tie as you will in sending it. It’s made 
of bright, washable awning cloth, and 
clips on with elastic neckband under the 
collar. Best of all, we hand-paint his first 
name such as “Sloppy Harry,” “Sloppy 
Ed,” etc. Remember, please, to send the 
names. $2.00 





the baby 


sitter 


(continued from page 17) 


infant to a business office?” he demand- 
ed. The other Board members looked at 
her mutely. 


“My sitter left me stranded unexpect- 
edly,” Babs explained. “No one else was 
available. I could not leave her alone un- 
til five o'clock.” 


Mr. Donlevy broke in: 


“Take off the baby’s cap and let us 
see what she looks like.” Babs complied 
gladly. Carol’s golden hair was like a 
thin halo of light. Carol cooed at Mr. 
Donlevy, but when Fossy stepped closer, 
she whimpered. 

“How old is the baby, Mrs. Berwith?” 
Donlevy asked. 

“Two months,” Babs replied instantly, 
then added: “Of course I feed her on 
that wonderful milk of yours.” She had 
not meant to be facetious. Mr. Donlevy 
jumped up. 

“The idea of the century,” he said 
with a smile. “We want to have an Airy- 
Dairy baby—one who will be publicized 
throughout the country. Such a baby as 
yours, Mrs. Berwith.” 

“What do you mean?” she asked. 
What would they do to Carol? 

“We will give you free milk for a 
year,” replied Mr. Donlevy. “Two quarts 
daily. Every two weeks you bring the 
baby down to get weighed. When Carol 
can sit up, we'll take pictures for the 
magazine ads. Of course, Mrs. Berwith 
would stay home and be the typical 
mother.” 

Mr. Fossbridge came alive. “We could 
get a cut made for the corner of my 
collection letters,” he said seriously. “A 
smiling baby’s face looking up will put 
our customers in a pleasanter mood 
when the bills come due.” 

Mr. Donlevy seemed to consider. 
“That's up to Mrs. Berwith, naturally,” 
he commented. “For all these services, 
I move we pay Mrs. Berwith the same 
salary she now receives.” 

Mr. Fossbridge sobered. The anima- 
tion went out of his face, but the other 
members were enthusiastic, so he finally 
managed a wry smile. 

“I concur,” he said gravely. “Only 
what shall I do for a secretary?” 

That WAS a question. Personally, 
Babs did not care. 


The Secretary 
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Gentlemen, some of them, prefer blondes... 
But surveys also show 

That Blondes prefer a typewriter 
From which words really flow! 


The UNDERWOOD Rhythm Touch Deluxe! 














Some men think redheads lively; 
They speed up life so much! 

But redheads crave a set of keys 
With light and easy touch‘ 


The UNDERWOOD Rhythm Touch Deluxe! 





Some males prefer brunettes, 
Efficient first to last; 

But brunettes lean toward typewriters 
That get the work out fast. 


The UNDERWOOD Rhythm Touch peluxe‘ 





Underwood Corporation 
Typewriters .. . Adding Machines .. . Accounting Machines 
Carbon Paper . . . Ribbons 
One Park Avenue New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
© !951 Sales and Service Everywhere 6 SS 


Made by UNDERWOOD ... Typewriter Leader of the World 


K quatity INTO A PRODUCT 


Conversation won't make a typewriter ribbon type 
clean, clear, crisp, deep colored letters right from the first 
time you use it. Nor will any amount of #a/k make that 
ribbon useable longer. These qualities must be built into 
the ribbon. It takes the finest, most expensive cloth per- 
meated with an ink that is the result of many decades of 
unsurpassed skill in manufacturing. 

Ink, not conversation, is the real secret of the highest 
quality ribbon...your Panama-Beaver ribbons are made 
with inks that no others duplicate. 

When you are offered something “just as good as a 
Panama-Beaver product” you are listening to some one 
who tries to talk quality into what he is selling. 

Your Panama-Beaver Man sells the best quality, dollar 
for dollar that your money can buy. He won't try to sell 
you something “just as good” as you are using, he will 
offer to you better quality at the same price or less. Some- 
times he will recommend paying more...you will always 
get more dollar for dollar by following his suggestions. 
Better work, more work, less turnover of supplies are the 
results of using Panama-Beaver products that have quality 
built in, not talked in. 


INKED RIBBONS - CARBON PAPERS 





new king size RHINO typewriter ribbon 

Here is a perfect example of a Panama-Beaver product that has 
unbeatable quality built in. No sther ribbon you have ever used 
can equal the quality of per- 
formance of the RHINO rib- 
bon. No other ribbon will give 
you such perfect looking cor- 
respondence. No other ribbon 
will hold its color as long as 
the RHINO ribbon. Nor, is there 
anything better on the market 
at a lower, equal or higher 
price. If you want the finest 
looking correspondence you 
have ever seen, then start using 
the RHINO ribbon immediately. 
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